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This schedule applies to: Office of the Superintendent of Public Instruction

Scope of records retention schedule
This records retention schedule authorizes the destruction/transfer of the public records of the Office of the Superintendent of Public Instruction relating to the
unique functions of overseeing K-12 public education, working with school districts to administer basic education program and implement education reform. The

schedule is to be used in conjunction with the State Government General Records Retention Schedule (SGGRRS) which authorizes the destruction/transfer of
public records common to all state agencies.

Disposition of public records
Public records covered by records series within this records retention schedule (regardless of format) must be retained for the minimum retention period as

specified in this schedule. Washington State Archives strongly recommends the disposition of public records at the end of their minimum retention period for
the efficient and effective management of state resources.

Public records designation as “Archival (Permanent Retention)” must not be destroyed. Records designated as “Archival (Appraisal Required)” must be appraised
by the Washington State Archives before disposition. Public records must not be destroyed if they are subject to ongoing or reasonably anticipated litigation.
Such public records must be managed in accordance with the agency’s policies and procedures for legal holds. Public records must not be destroyed if they are

subject to an existing public records request in accordance with chapter 42.56 RCW. Such public records must be managed in accordance with the agency’s
policies and procedures for public records requests.

Revocation of previously issued records retention schedules

All previously issued records retention schedules to the Office of the Superintendent of Public Instruction are revoked. The Office of the Superintendent of Public
Instruction must ensure that the retention and disposition of public records is in accordance with current, approved records retention schedules.

Authority
This records retention schedule was approved by the State Records Committee in accordance with RCW 40.14.050 on September 18, 2013.

Signature on File Signature on File Signature on File Signature on File
For the State Auditor: For the Attorney General: For the Office of Financial Management: The State Archivist:
Cindy Evans Kathryn McLeod Kathy Cody Steve Excell
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Revision History

Version Date of Approval Extent of Revision
10 September 5, 2012 IfC(;)Vr;:ioOI:]dsz)a.tion of all existing disposition authorities (with major revisions to Apportionments and some other minor
1.1 December 5, 2012 Minor revisions to Equity and Civil Rights and School Financial Services sections.
1.2 September 18, 2013 Added five (5) new record series, consolidated and updated Assessments and Child Nutrition sections.

For assistance and advice in applying this records retention schedule,

please contact the Office of the Superintendent of Public Instruction’s Records Officer

or Washington State Archives at:

recordsmanagement@sos.wa.gov
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1. ASSESSMENT AND STUDENT INFORMATION

This section covers records relating to the development, selection and implementation of state and federally required assessments, including reports on
achievement for students, schools, districts and the state.

1.1 ASSESSMENT AND RESEARCH - Office 571
This program works with records relating to the development of all state assessments.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
74-02-03430 | Assessment Research Retain for 6 years after end ARCHIVAL
Rev. 1 Records relating to research projects for the development of state student assessments. of fiscal year wﬁg&'}:&gﬁr’m?)
Includes both internal and external projects, either contractual or non-contractual. then OPR
Includes, but it not limited to: Transfer to Washington
e Project proposals; State Archives for
e Progress reports; permanent retention.
e Final Reports.
Note: Signed contracts and agreements for work are covered under Contracts and Agreements
GS 01050 and financial transactions related on execution of contract will be covered under
fiscal and accounting records.
68-09-00781 | Inactive Research Proposals (Rejected) Retain for 3 years after end NON-ARCHIVAL
Rev. 1 Records relating to internal and external assessment research projects that were rejected | Of fiscal year NON'ESFS;NHAL
for consideration. then
Destroy.
1. ASSESSMENT AND
STUDENT Page 5 of 98
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1.2 ASSESSMENT AND STUDENT INFORMATION - Office 530

This program works with records relating to the development, administration, and achievement data of all state assessments.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
94-02-52854 | Accreditation Files Retain for 7 years after end ARCHIVAL
. e as of school year (Permanent Retention)
Rev. 2 Records relating to the accreditation of state schools. NON-ESSENTIAL
Includes, but is not limited to: then OPR
e School improvement plans; Transfer t‘_) Washington
e Visiting teams reports; State Archives for.
e Three year follow up information. permanent retention.
84-02-34802 | Achievement and Assessment Data Files Retain for 6 years after end NON-ARCHIVAL
Rev. 2 Records relating to historical data to assist in refining instructional practices and of fiscal year NON'ESFS'\ENHAL
curriculum. then
Includes, but is not limited to: Destroy.
o Self study reports;
e State and district level summaries.
1. ASSESSMENT AND
STUDENT Page 6 of 98
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1.2 ASSESSMENT AND STUDENT INFORMATION - Office 530
This program works with records relating to the development, administration, and achievement data of all state assessments.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
10-05-62178 | Development and Scoring Sets — Grades K-12 Retain for 25 years after ARCHIVAL
Rev. 1 Records related to items/prompts/scenarios used to develop the Washington State end of calendar year. (Pﬁg‘;':gts:‘;\tj‘frr;x")
Assessments. then OFM
Includes, but is not limited to: Transfer to Washington
e Item writing and review materials; State Archives for.
e Practice, anchor and qualification sets; permanent retention.
e Pilot and operational range findings;
e Notes and evaluations;
e Specific scoring rubrics, score points and annotations;
e Statistical information.
Excludes actual scores covered by State Academic Assessment Scores (DAN 06-04-61146).
77-12-20258 | Historical Statistical Enrollment Data Retain for 50 years after ARCHIVAL
Rev. 2 Maintains statistical enrollment and staff data on public and private schools. end of school year (P:lr(')";r_'égtszel\tﬁrr;zcl’_")
Includes, but is not limited to: then OFM
e Course enrollments: Transfer to Washington
e Graduate and dropout statistics; State Archives for.
e Minority enrollment; permanent retention.
e Staffing statistics.

1. ASSESSMENT AND
STUDENT Page 7 of 98
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1.2 ASSESSMENT AND STUDENT INFORMATION - Office 530
This program works with records relating to the development, administration, and achievement data of all state assessments.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I::-(I)?VNAI.\CI'\'I':)ON DESIGNATION
NUMBER (DAN)
94-02-52883 | School Achievement Recognition Retain for 4 years after end ARCHIVAL
Rev. 1 Records relating to the applications, recommendations and selection of state schools to of school year. (Pﬁg‘;':gts:‘;\tj‘frr;x")
be nationally recognized for performance achievements. then OFM
Transfer to Washington
State Archives for
permanent retention.
06-04-61146 | State Academic Assessment Scores Retain for 8 years after end ARCHIVAL
Rev. 1 Student score files generated by the testing contractor as compiled from student of school year (Pﬁg‘;rjzgtsz";ﬁ;x")
responses in standardized assessment test booklets. then OPR
Transfer to Washington
State Archives for
permanent retention.
10-05-62175 | Student Test Booklets (Blank) — Grades K-12 Retain for 25 years after ARCHIVAL
Rev. 1 Blank test booklets for standardized student assessment tests for grades K through 12. end of calendar year (P:lrg‘;?‘;’;‘s';‘?\tﬁ;xfl’_")
then OPR
Transfer to Washington
State Archives for
permanent retention.
1. ASSESSMENT AND
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1.2 ASSESSMENT AND STUDENT INFORMATION - Office 530

This program works with records relating to the development, administration, and achievement data of all state assessments.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I'T(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
06-04-61144 | Student Test Booklets — Grades 3-8 Retain for 1 year after end NON-ARCHIVAL
Rev. 0 Student test booklets, Measurements of Student Progress (MSP) for grades 3-8. of school year NON'EOSEFENHAL
then
Destroy.
06-04-61145 | Student Test Booklets — HS Grades 9-12 Retain for 2 years after end NON-ARCHIVAL
Rev. 0 Student test booklets High School Proficiency Exam (HSPE) for grades 9-12. of school year NON'%SSENHAL
then
Destroy.
13-09-68459 | Test Result Requests Retain for 3 years after end NON-ARCHIVAL
Rev. 0 Records relating to a parental, guardian or school district requests for test results or of school year NON-ESSENTIAL

e . , . OFM
requests for modifications to test result or levels related to a student’s required then
standardized assessment or other required measurement testing. Destroy.
Includes, but is not limited to:
e Results requests;
e Requests for appeals or retroactive changes to scores or levels;
e Reports of any discrepancies;
e Conclusions and decisions of any appeals or requests for changes.
Excludes actual test scores covered by State Academic Assessment Scores (DAN 06-04-
61146).
1. ASSESSMENT AND
STUDENT Page 9 of 98
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2. CAREER AND COLLEGE READINESS

This section covers records relating to the Career and Technical Education program and Secondary Education.

2.1 CAREER AND TECHNICAL EDUCATION - Office 330
This section covers records relating to Career and Technical Education programs that lead to industry certification, apprenticeships, and college
degrees.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I::-(I)?VNAACI'\I":)ON DESIGNATION
NUMBER (DAN)
79-05-22521 | Agriculture and Science Education Staff Visit Reports — Office Form 3 Retain for 5 years after end NON-ARCHIVAL
Rev. 1 Maintains a record of staff visits performed by State Agriculture Supervisors to high of fiscal year NON'ESFS'\ENTW-
school, vocational-technical institutes, and skill centers. then
Destroy.
00-10-59934 | Agriculture Education and Future Farmers of America (FFA) Administrative Subject Files | Retain for 4 years after end ARCHIVAL
Rev. 0 Provides documentation pertaining to operation of agency activities including FFA of calendar year (P:l'(')";r_';gtszel\tl‘frr;x")
national convention, state officers, minutes, news releases, newsletters, awards, contest then OFM
results. Transfer to Washington
State Archives for
permanent retention.
79-05-22515 | Business and Marketing Organizations Files Retain for 5 years after end ARCHIVAL
Rev. 1 Maintains communications with various organizations concerning meetings, agendas and | ©f fiscal year (Appraisal Required)
rograms then NON-ESSENTIAL
programs. OFM
Transfer to Washington
State Archives for appraisal
and selective retention.

2. CAREER AND
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2.1 CAREER AND TECHNICAL EDUCATION - Office 330

This section covers records relating to Career and Technical Education programs that lead to industry certification, apprenticeships, and college

of America meetings; maintains records of reciprocal actions between other
organizations.

then
Destroy.

degrees.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;E:\"I::-(I)?VNAACI'\'I'::)N DESIGNATION
NUMBER (DAN)
79-05-22514 | Business and Marketing School District Program Files Retain for 5 years after end ARCHIVAL
Rev. 2 Maintains communication with various organizations concerning meetings, agendas and | ©f fiscal year (Appraisal Required)
rograms then NON-ESSENTIAL
programs. OFM
Transfer to Washington
State Archives for appraisal
and selective retention.
79-05-22520 | Career and Technical Education District Programs Retain for 7 years after end NON-ARCHIVAL
Rev. 1 Maintains a record of financial transactions, operation of programs, requests for supplies of fiscal year NON'%S:FENHAL
and forms, program approvals, district correspondence, monitoring results and federal then
Carl Perkins funding to include all vocational programs such as Business and Marketing Destroy.
Pathway, Health and Human Services, Technology and Industry, Agriculture and Science
Pathway.
79-07-22952 | Family, Career and Community Leaders of America Meetings and Affiliations Files Retain for 7 years after end NON-ARCHIVAL
Rev. 1 Maintains record of national, state and regional Family, Career, and Community Leaders of fiscal year NON-ESSENTIAL

OFM

2. CAREER AND
COLLEGE READINESS
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2.1  CAREER AND TECHNICAL EDUCATION - Office 330
This section covers records relating to Career and Technical Education programs that lead to industry certification, apprenticeships, and college
degrees.
?Alfl")rzf)llllg\ll\l DESCRIPTION OF RECORDS DI::;EII\"I'T(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
79-07-22953 | Family, Career and Community Leaders of America Meetings and Affiliations Files Retain for 5 years after end ARCHIVAL
Rev. 1 Maintains records of national, state and regional Future Homemakers of America of fiscal year (Aﬁgﬁi-sEaslsREel\T#rAeLd)
meetings; maintains record of reciprocal actions between other organizations. then OFM
Transfer to Washington
State Archives for appraisal
and selective retention.
79-07-22951 | Family, Career, and Community Leaders of America Program of Work Activities Files Retain for 5 years after end ARCHIVAL
Rev. 1 Maintains a record of state, regional and national Family, Career, and Community Leaders | Of fiscal year (Al\rl’grl\?i-sl,EaSISREel\T;:;\eLd)
of America organizations and programs. then OFM
Transfer to Washington
State Archives for appraisal
and selective retention.
79-07-22955 | Family and Consumer Sciences Education Food Education and Service Training Films Retain for 5 years after end NON-ARCHIVAL
Rev. 1 Maintains record of workshops, teacher training and programs related to food service of fiscal year NON'EOS::NHAL
training. then
Destroy.
79-07-22958 | Family and Consumer Sciences Education Extended Learning Files Retain for 5 years after end NON-ARCHIVAL
Rev. 1 Record of out-of-class learning experiences of students and conferences with parents and | Of fiscal year NON'ESFS'&NTIAL
a record of contracted extended time. then
Destroy.

2. CAREER AND
COLLEGE READINESS
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2.1 CAREER AND TECHNICAL EDUCATION - Office 330

This section covers records relating to Career and Technical Education programs that lead to industry certification, apprenticeships, and college

degrees.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I::-(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
79-07-22961 | Family and Consumer Sciences Education Special Project Files Retain for 7 years after end NON-ARCHIVAL
Rev. 1 Maintain record of special projects, evaluations, costs of projects. of fiscal year NON—EOSEFENTIAL
then
Destroy.
79-07-22960 | Family and Consumer Sciences Education Teachers Coordinating Council and Inservice Retain for 5 years after end NON-ARCHIVAL
Rev. 2 Education of fiscal year NON-ESSENTIAL
S . . OFM
Maintain record of program of work, meetings, and materials developed-conducted by then
Home and Family Life Education. Destroy.
79-07-22959 | Family and Consumer Sciences Education Teachers End of Year and Summary Reports Retain for 5 years after end NON-ARCHIVAL
Rev. 1 Record of yearly activities reports submitted by teachers; record of teacher’s of fiscal year NON-(E)SFS'\ENTlAL
accomplishments in specific area of curriculum. then
Destroy.
79-07-22956 | Family and Consumer Sciences Education Teacher Training Files Retain for 7 years after end NON-ARCHIVAL
Rev. 1 Maintain record of memoranda of agreement, supervisory services, and courses offered. | Of fiscal year NON-ESSENTIAL

then
Destroy.

OPR

2. CAREER AND
COLLEGE READINESS
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2.1 CAREER AND TECHNICAL EDUCATION - Office 330
This section covers records relating to Career and Technical Education programs that lead to industry certification, apprenticeships, and college
degrees.
?Alfl?rzﬂlllg\ll\l DESCRIPTION OF RECORDS DI::;EII\"I::-(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
79-05-22516 | Future Business Leaders of America — Phi Beta Lambda Files Retain for 7 years after end ARCHIVAL
Rev. 1 Maintains record of activities Future Business Leaders of America — Phi Beta Lambda and | Of fiscal year (Pﬁg‘;':gts:‘;\tj‘fﬁx")
its relationship to Business and Marketing Education. then OFM
Transfer to Washington
State Archives for
permanent retention.
79-05-22510 | Marketing Education and Diversified Occupation School District Correspondence Files Retain for 5 years after end ARCHIVAL
Rev. 1 Maintains correspondence on Marketing Education and Diversified Occupation Programs, | ©f fiscal year (Al\rl’grl\?i-sl,EaSISREel\T;:;\eLd)
Instructional Management of Health and Safety Tests, New Distributive Education and then OFM
Diversified Occupation approved program contractual information. Transfer to Washington
State Archives for appraisal
and selective retention.
79-05-22511 | Marketing Education Conference and Workshop Files Retain for 7 years after end NON-ARCHIVAL
Rev. 1 Maintains agendas and financial and planning data. of fiscal year NON'EOS::NHAL
then
Destroy.
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Washington State Archives

2.1 CAREER AND TECHNICAL EDUCATION - Office 330
This section covers records relating to Career and Technical Education programs that lead to industry certification, apprenticeships, and college
degrees.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I::-(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
94-02-53374 | Office for Civil Rights Annual Reports Reporting Document and Backup Data Retain for 5 years after end ARCHIVAL
of fiscal year (Permanent Retention)
Rev.1 h NON-ESSENTIAL
then OFM
Transfer to Washington
State Archives for
permanent retention.
79-05-22503 | Plans for Education Professions Development Act Internship Project Retain for 7 years after end NON-ARCHIVAL
Rev.0 Provides correspondence, applications and reports. of fiscal year NON'%S:FENHAL
then
Destroy.
79-07-22972 | Professional Organizations and Committees as Related to Technology and Industrial Retain for 5 years after end ARCHIVAL
Rev. 3 Education of calendar year (Permanent Retention)
’ I . : . . NON-ESSENTIAL
Maintains correspondence, goals, minutes and agenda regarding meetings and functions then OFM
of the organizations and committees. Transfer to Washington
State Archives for
permanent retention.
79-07-22974 | School District Files of Technology and Industrial Education Vocationally Approved Retain for 5 years after end NON-ARCHIVAL
Rev. 2 Courses of fiscal year NON-ESSENTIAL
Maintains application, course outline, budget, progress reports and related then OFM
correspondence. Destroy.

2. CAREER AND
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2.1  CAREER AND TECHNICAL EDUCATION - Office 330
This section covers records relating to Career and Technical Education programs that lead to industry certification, apprenticeships, and college
degrees.
?Alfl?rzﬂlllg\l(\l DESCRIPTION OF RECORDS DI::;EII\"I::-(I)?\lNAI.\CI'\'I':Z)N DESIGNATION
NUMBER (DAN)
79-07-22969 | Trade and Industrial Education School District File Retain for 6 years after end ARCHIVAL
Rev. 3 Provides documentation of grants issued to school districts pertaining to Technology and | ©f school year (Pﬁg‘;':gts:‘;\tj‘fﬁx")
Industrial, Technology Education programs. Includes applications, budget, revisions, and then OPR
reports. Transfer to Washington
State Archives for
permanent retention.
95-11-56232 | Vocational Equity and Single Parent/Displaced Homemaker Grants Retain for 6 years after end NON-ARCHIVAL
Rev.0 Provides grant process information including application, budget applications, budget of school year NON'%S:FENHAL
revisions and all correspondence related to funding and activities of grant process for then
school districts, community and technical colleges, corrections facilities, and community- | pestroy.
based organizations.
79-05-22505 | Vocational Education Program Development Activities and Planning Files Retain for 5 years after end NON-ARCHIVAL
Rev.0 Provides line-item budget material used for planning. of fiscal year NON-ESSENTIAL
then OFM
Destroy.
79-05-22517 | Vocational Education Secondary 1083 Printout Retain for 5 years after end NON-ARCHIVAL
Rev.0 Provides a record of enrollment in secondary education. of fiscal year NON'ESFS;NTIAL
then
Destroy.
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2.1 CAREER AND TECHNICAL EDUCATION - Office 330

This section covers records relating to Career and Technical Education programs that lead to industry certification, apprenticeships, and college

degrees.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I'T(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
79-05-22518 | Vocational Education Statistics 1231 Printout Retain for 5 years after end NON-ARCHIVAL
Rev. 1 Provides a record of enrollment in Business and Marketing Education classes. of fiscal year NON'ESFS'\ENHAL
then
Destroy.
79-05-22504 | Vocational Education Summer Conference Files Retain for 7 years after end NON-ARCHIVAL
Rev.0 Maintains correspondence and fiscal records for individual service areas and planning of fiscal year NON'%SSENHAL
materials. then
Destroy.
79-05-22513 | Washington Marketing Education Clubs of America Correspondence Files Retain for 5 years after end ARCHIVAL
Rev. 1 Provides chapter membership, summary reports, correspondence, and Diamond Club of fiscal year (Appraisal Required)
roiect then NON-ESSENTIAL
project. OFM
Transfer to Washington
State Archives for appraisal
and selective retention.
79-05-22512 | Washington Marketing Education Clubs of America Financial Records Retain for 7 years after end NON-ARCHIVAL
Rev.1 of fiscal year NON-ESSENTIAL

Provides budgets, agreements, and funding documents.

then
Destroy.

OPR
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Washington State Archives

2.1 CAREER AND TECHNICAL EDUCATION - Office 330
This section covers records relating to Career and Technical Education programs that lead to industry certification, apprenticeships, and college
degrees.
?Alfl?rzﬂlllg\ll\l DESCRIPTION OF RECORDS DI::;EII\"I'T(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
79-07-22971 | Washington Technology and Industrial Education Association and Related Councils Retain for 5 years after end ARCHIVAL
Rev. 3 Maintains correspondence restructure, function and committee assignments of the of calendar year (Pﬁg‘;':gts:‘;\tj‘fﬁx")
association; also planning materials for national conferences and steering committee then OFM
meetings. Transfer to Washington
State Archives for
permanent retention.
79-07-22970 | Washington Universities and Colleges Technology and Industrial Education Files Retain for 5 years after end NON-ARCHIVAL
Rev. 2 Provides correspondence to and from colleges regarding Technology and Industrial, of calendar year NON'%S:FENHAL
Technology Education teacher preparation. then
Destroy.
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3. EXECUTIVE SERVICES

This section covers records relating to the overarching management of agency business and its general administration which are not covered by the State
Government General Records Retention Schedule.

See State Government General Records Retention Schedule for additional records relating to agency management.

3.1 BASIC EDUCATION APPROVAL - Office 540

This section covers records related to basic education.

DISPOSITION

compliance with one or more of the Basic Education Act Entitlement Requirements.

then
Destroy.

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
79-05-22534 | Application for Entitlement for Basic Education Allocation Funds Retain for 25 years after NON-ARCHIVAL
Rev. 1 Provides documentation of assessment of the compliance of public school districts with end of fiscal year NON'EOSSFENTW-
the requirements of the Basic Education Act. then
Destroy.
84-12-34799 | Basic Education State Program Allocation Entitlement Requirements Monitoring Reports | Retain for 25 years after NON-ARCHIVAL
Rev. 2 Provides documentation on reports of randomly selected school districts for compliance end of fiscal year NON'EOSsFENTlAL
monitoring regarding Basic Education Act. then
Destroy.
79-05-22535 | Waiver of Basic Education Allocation Entitlement Requirements Retain for 25 years after NON-ARCHIVAL
Rev. 1 Provides documentation submitted by school districts applying for a waiver form end of fiscal year NON-ESSENTIAL

OPR

3. EXECUTIVE SERVICES
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3.2 PROFESSIONAL EDUCATOR STANDARDS BOARD (PESB) — Office 756
This section covers records related to policies and requirements for the preparation and certification of education professionals.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I'T(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
79-07-22942 | College, University, and Consortium Professional Education Annual Reports Retain for 5 years after ARCHIVAL
Rev. 0 Maintain reports filed with Professional Education Section annually by all colleges, superseded (Al\,l)glrl\?izaslsREel\T$:rAeLd)
universities and consortiums in the state in compliance with State Board of Education then _OFM
rules. Transfer to Washington
State Archives for appraisal
and selective retention.
79-07-22941 | College, University and Professional Educators Advisory Board (PEAB) Teacher, Retain for 6 years after end NON-ARCHIVAL
Rev. 1 Administrator, Education Staff Associate Training Program Files of next site visit NON-ESSENTIAL
Maintain documents pertinent to State Board of Education approval of all training then OFM
programs and site visits to Washington State colleges, universities, and PEABs regarding Destroy.
teachers, administrators and educational staff associates.
79-07-22946 | Educational Service District Inservice Committee Annual Reports Retain for 5 years after ARCHIVAL
Rev. 0 Maintains reports filed annually with the Professional Education section by the Education | superseded (Aﬁg':is‘EaS'SREeh‘]';:rAeLd)
Services District In-service committees. then -OFM
Transfer to Washington
State Archives for appraisal
and selective retention.

3. EXECUTIVE SERVICES
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3.3 RECOGNITION PROGRAMS - Office 590
This program administers awards programs for educators and schools.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I'T(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
91-09-48102 | Educator Awards Programs Retain for 6 years after end ARCHIVAL
Rev. 2 To acknowledge and award outstanding teachers, principals, administrators, school of calendar year (Pﬁg‘;':gts:‘;\tj‘frr;x")
boards, superintendents, and classified staff statewide. Retain applications of recipients, then OPR
score results, publications, and administrative information on the selection process and Transfer to Washington
award program. Includes Teacher of the Year, Milken Educator, Presidential Award for State Archives for
Excellence in Mathematics and Science Teaching, Classified Employee Excellence Award, permanent retention.
Exceptional Educators.
03-11-60582 | School Recognition Programs Retain for 6 years after end ARCHIVAL
. . . . . . . . of calendar vear (Permanent Retention)
Rev. 1 Award programs to identify and give public recognition to outstanding public and private y NON-ESSENTIAL
schools across Washington. Retain applications of recipients, award criteria, score results, then OPR
publications, and lists of honorees. Includes Blue Ribbon Schools, Schools of Distinction. Transfer to Washington
State Archives for
permanent retention.
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4. FINANCIAL RESOURCES

This section covers records relating to the management of K-12 Financial Services and Governmental Relations.

4.1 AGENCY ACCOUNTING — GENERAL - Office 455
This section covers records relating to agency budgeting.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I::-(I)?\INAACI'\:'EN DESIGNATION
NUMBER (DAN)
79-10-23506 | Accrual Documentation Retain for 4 years after end NON-ARCHIVAL
Rev. 0 Identifies agency accruals. of fiscal year NON'EOSSFENHAL
then
Destroy.
79-10-23499 | Reconciliation — Fund 705 — Suspense (Copy 2) Retain for 2 years after end NON-ARCHIVAL
Rev. 0 Reconciles general ledger with Office of Financial Management. of fiscal year NON'EOSSFENTIAL
then
Destroy.
79-07-23032 | School Building Construction Project File Retain for 25 years after NON-ARCHIVAL
Rev. 2 Provides a record of authorization and payment of individual construction projects. Forms | final payment of contract NON'EOSsFENTlAL
include B-6 or C-6 authorization to prepare final plan and specifications. B-8 or C-8 then
approval of revised costs and/or financing of school building project. B-8a or C-8a Destroy.
Contracts; Escrow Agreements. Invoice vouchers for payment to contractors and
architects. Related Correspondence.
4. FINANCIAL
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4.2 FEDERAL FINANCE - Office 460
This office covers records related to federal funding.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
87-03-39463 | Bilingual Education in Elementary and Secondary Schools Retain for 6 years after NON-ARCHIVAL
Rev. 0 Maintains a record of federal dollar expenditures by grantee for a specific federal termination of contract NON'EOSEFENHAL
program (84.365). then
Destroy.
87-03-39465 | Elementary and Secondary Education Act (ESEA) Migrant Education Program Retain for 6 years after NON-ARCHIVAL
Rev. 1 Maintains a record of federal dollar expenditures by grantees for a specific federal termination of contract NON'%SSENHAL
program (84.011). then
Destroy.
87-03-39464 | Elementary and Secondary Education Act (ESEA) Title | Assistance for Education of the Retain for 6 years after NON-ARCHIVAL
Rev. 1 Disadvantaged termination of contract NON-ESSENTIAL
Maintains a record of federal dollar expenditures by grantee for a specific federal then OPR
program (84.010). Destroy.
87-03-39466 | Elementary and Secondary Education Act (ESEA) Title 1 Chapter 1 Assistance for Retain for 6 years after NON-ARCHIVAL
Rev. 1 Neglected and Delinquent Children termination of contract NON-ESSENTIAL
Maintains a record of federal dollar expenditures by grantees for a specific federal then OPR
program (84.013). Destroy.
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4.2 FEDERAL FINANCE - Office 460

This office covers records related to federal funding.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I'T(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
87-03-39472 | Elementary and Secondary Education Act (ESEA) Title Il Mathematics and Science Retain for 6 years after NON-ARCHIVAL
Rev.0 Maintains a record of federal dollar expenditures by grantees for a specific federal termination of contract NON'EOSF?ENT'AL
program (84.366). then
Destroy.
87-03-39471 | Emergency Immigrant Education Assistance Retain for 6 years after NON-ARCHIVAL
Rev.0 Maintains a record of federal dollar expenditures by grantees for a specific federal termination of contract NON'%SSENHAL
programs (84.365). then
Destroy.
79-06-22696 | Federal Grant Awards to the State Superintendent of Public Instruction Retain for 10 years after NON-ARCHIVAL
Rev. 3 Maintains records of dollars secured from federal sources for Administrative Funds and end of school year NON'%S:FENHAL
Flow through funds paid to grantees. then
Destroy.
79-06-22709 | Individuals with Disabilities Education Act (IDEA) Part B Section 611 Special Education Retain for 6 years after NON-ARCHIVAL
Rev. 2 Maintains a record of federal dollar expenditures by grantees for a specific federal termination of contract NON-ESSENTIAL
OPR
program (84.027). then
Destroy.
4. FINANCIAL
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4.2 FEDERAL FINANCE - Office 460

This office covers records related to federal funding.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
79-06-22708 | Individuals with Disabilities Education Act (IDEA) Part B Section 619 Special Education Retain for 6 years after NON-ARCHIVAL
Rev. 2 Preschool termination of contract NON-ESSENTIAL
Maintains a record of federal dollar expenditures by grantees for a specific federal then OPR
program (84.173). Destroy.
79-06-22707 | Individuals with Disabilities Education Act (IDEA) Title IVC Deaf-Blind Projects Retain for 6 years after NON-ARCHIVAL
Rev. 1 Maintains a record of federal dollar expenditure by grantee for a specific federal program | termination of contract NON-ESSENTIAL
OPR
(84.326). then
Destroy.
79-06-22697 | Miscellaneous Federal Project Files Retain for 6 years after NON-ARCHIVAL
Rev. 1 Maintains records of expenditures of federal dollars to grantees for programs under termination of contract NON";S:FENHAL
$10,000, or short-term contracts. then
Destroy.
79-06-22698 | School Districts' Civil Rights Compliance Under Public Law 88-352 Retain for 75 years after NON-ARCHIVAL
Rev.0 Provides records of each school district's assurance of compliance to the Office of Civil end of fiscal year NON'%S:FENHAL
Rights Act of 1964. then
Destroy.
4. FINANCIAL
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4.3 POLICY AND PARTNERSHIPS — Office 130

This office covers records related to governmental relations.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I::-(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
97-09-58094 | Final Documents for Operating and Supplemental Budgets Retain for 6 years after end NON-ARCHIVAL
Rev. 0 Contains information for operating and supplemental budget. Includes operating of biennium NON—EOSEFENTIAL
narrative, funding/comparisons, summaries. then
Destroy.
4. FINANCIAL
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4.4 SCHOOL APPORTIONMENT - Office 432

This section covers records relating to the calculation and distribution of funding to school districts.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I::-(I)?VNAI.\CI'\'I':)ON DESIGNATION
NUMBER (DAN)
12-09-68328 | Apportionment Development Reports and Summaries — Levies, Personnel, and Student Retain for 25 years after NON-ARCHIVAL
Rev. 0 Enrollments end of school year NON-ESSENTIAL
Provides records of apportionment reports and summaries used to develop the final then OPR
calculation and distribution of funding relating to levies, personnel and student Destroy.
enrollments.
Includes, but is not limited to:
e (Calculations of Levy Lid Authorities (F-780);
e Student enrollment reporting (P223/P-223H);
e Salaries and benefits paid to certificated and classified employees and report of
certificated/classified employees — (1801 Cert Reports, 1801 Class Reports and
Report S-275).
4. FINANCIAL
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4.4 SCHOOL APPORTIONMENT - Office 432

This section covers records relating to the calculation and distribution of funding to school districts.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DI:::)EII\"I'T(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
12-09-68329 | Apportionment Development Reports and Summaries — Other Retain for 6 years after end NON-ARCHIVAL
Rev. 1 Provides records of other apportionment reports and summaries used to develop the final | of school year NON-ESSENTIAL
calculation and distribution of funding to school districts. then OPR
Includes, but is not limited to: Destroy.

e Surveys, notes, reports and working papers for monthly apportionments;

e Non-high district pupil financial claims and enrollment reports (Form 483A, 483B,
P-213);

e Assessed valuations and tax rates (Report 1061);

e Federal Forest Distribution Memos and Reports to County Treasurers;

e Home and hospital reports (Form E-525);

Truancy petition filings (Forms 1302C and 1302D);

Hospital education program allotments;

Reports for instructional staffing (Forms 1158, 1230K-4);

Requests for salary bonus (Form 1525);

e Staffing ratio enrollments (Forms 1159 and 1160);

e State institutions allotments (Form 1191Sl);

e State institution enrollment reports (Form E 672);

e Maintenance, construction and operations funds (Title 8 of the ESEA of 1965);

e University of Washington Enrollment Reports;

e Surveys, notes, reports and working papers for monthly enroliment;

e Monthly apportionment reports.
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4.4 SCHOOL APPORTIONMENT - Office 432
This section covers records relating to the calculation and distribution of funding to school districts.
?Qlfl?rﬂﬂ;:?y DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
03-11-60584 | Audit Adjustment Files Retain for 6 years after end NON-ARCHIVAL
Rev. 1 Provides records used to calculate adjustments to state funding. of calendar year NON-ESSENTIAL
Includes, but is not limited to: then OPR
e Audit adjustments, corrections, and revised reports; Destroy.
e Correspondence and memos relating to adjustments.
86-05-36559 | Emergency Grants Retain for 6 years after end NON-ARCHIVAL
Rev. 0 Documentation pertaining to the adjustment of the allocation of funds in the event of an | Of school year NON—ESFS'\ENTIAL
emergency. then
Destroy.
12-09-68330 | Final Apportionment Reports Retain for 25 years after ARCHIVAL
Rev. 0 Provides records of apportionment reports and summaries that contain the final end of school year (PE%";TE;;ZEI;?TXT_")
calculations and distribution of funding to school districts. then OPR
Includes, but is not limited to: Transfer to Washington
e Summary of Full-time Equivalent (FTE) Enroliment (Report 1251); State Archives for.
e Annual Apportionments of State Funds to School Districts Reports (BEA) and permanent retention.
other funding streams;
e Alternative Learning Experience Student Enrollment (ALE)
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4.5 SCHOOL FACILITIES AND ORGANIZATION - Office 440

This section covers records relating to school construction.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
04-07-60735 | Asbestos Grant Applications Retain for 50 years after NON-ARCHIVAL
Rev. 0 School district applications and award letters for Environmental Pollution Agency (EPA) end of calendar year NON'EOSF?ENT'AL
funds to clean asbestos from school buildings. Certification records from school districts then
of meeting EPA non-asbestos requirements. Destroy.
97-10-58156 | Educational Service District Acquisition and Alienation Files Retain for 10 years after NON-ARCHIVAL
Rev.0 Provides records of real property acquisition and alienations by Educational Service end of fiscal year NON-ESSENTIAL
L OPR
Districts (ESD). then
Destroy.
74-02-03424 | Funding Backup Files Retain for 12 years after NON-ARCHIVAL
Rev. 2 Maintains records of studies, planning grants, final drawings, forms, tables, priority end of fiscal year NON";S:FENHAL
ranking data, value engineering, constructability review and building commissioning, then
related reports and correspondence. Destroy.
97-10-58157 | Participatory Finance Files Retain for 10 years after NON-ARCHIVAL
Rev. 0 Provides a record of all capital fund aid agreements between non-highs and serving high end of fiscal year NON-ESSENTIAL
. eas OPR
school districts for secondary facilities. then
Destroy.
4. FINANCIAL
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4.5 SCHOOL FACILITIES AND ORGANIZATION - Office 440
This section covers records relating to school construction.
I?Alfl")rﬁg:l?:{“ DESCRIPTION OF RECORDS DI::;E:\"I::-(I)?VNAI.\CI'\'I':)ON DESIGNATION
NUMBER (DAN)
74-02-03419 | Project Files Retain for 50 years after ARCHIVAL
Rev. 2 Maintains record of application of new facility and record of OSPI approval related end of fiscal year (Pﬁg‘;igts';\tﬁrr;x")
allotment documents. then OFM
Transfer to Washington
State Archives for
permanent retention.
08-12-61941 | Quadlified Zone Academy Bonds (QZAB) Retain for 6 years after NON-ARCHIVAL
Rev. 0 Provides a record of school district applications for QZAB's. Applications must include a December 31 of issue year NON'%SSENT'AL
description of what the money will be used for, and a guarantee of private company then
contributions of not less than 10% of the project cost. Destroy.
80-03-24354 | School Building Specifications Retain for 7 years after end NON-ARCHIVAL
Rev. 2 Provides specifications and working drawings for building project. of fiscal year NON'I;SSFENHAL
then
Destroy.
74-02-03422 | School District Organization Files Retain for 10 years after ARCHIVAL
Rev. 4 Maintains record of OSPI action related to transfers of territory, consolidations, end of fiscal year (P:lfg‘:lnggts';e'\tﬁ;x")
annexations, boundary corrections, dissolutions, and other related materials such as then OPR
regional committee elections, changes in school district classification, and emerging high | Transfer to Washington
school districts. State Archives for
permanent retention.
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4.5 SCHOOL FACILITIES AND ORGANIZATION - Office 440

This section covers records relating to school construction.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I::-(I)?VNAI.\CI'\'I':)ON DESIGNATION
NUMBER (DAN)
94-02-52829 | School District Study and Surveys Retain for 20 years after ARCHIVAL
- . superseded (Permanent Retention)
Rev. 3 Long range facility and program plan. Renewable every six years. " NON-ESSENTIAL
en

OFM
Transfer to Washington
State Archives for
permanent retention.
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4.6 SCHOOL FINANCIAL SERVICES - Office 420
This section covers records relating to school district budgeting, accounting, and financial reporting.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I'T(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
80-09-26042 | Annual Budget for Educational Service District F-206 Retain for 6 years after end ARCHIVAL
. . .. . . .. of school year (Permanent Retention)
Rev. 2 Maintains original budgets for Educational Service Districts. o NON-ESSENTIAL
OPR
Transfer to Washington
State Archives for
permanent retention.
80-09-26031 | Annual Budgets for Public School Districts F-195 Retain for 25 years after ARCHIVAL
Rev. 1 Provides documents necessary for approval of operating expenses for the fiscal school end of school year (Pﬁg‘;'jzgtsﬁ\tﬁrr;x_")
year. Last microfilm was for 2007-08 school year. then OPR
Transfer to Washington
State Archives for
permanent retention.
80-09-26036 | Annual Financial Statement for Public School Districts F-196 Retain for 25 years after ARCHIVAL
Rev. 1 Maintains reports of actual revenues, expenditures, allocation of indirect costs, end of school year (P:lfg‘;'j‘;g‘s';\tﬁ;xfl’_")
distribution of abatements, and net expenditure per pupil calculations. Last microfilm then OPR
was for 2006-07 school year. Transfer to Washington
State Archives for
permanent retention.
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4.6 SCHOOL FINANCIAL SERVICES - Office 420
This section covers records relating to school district budgeting, accounting, and financial reporting.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I'T(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
86-05-36558 | Apportionment Redirection Requests and Approvals Retain for 6 years after end NON-ARCHIVAL
Rev.0 Documentation pertaining to the redirection of general funds to school building funds. of school year NON'ESFS'\ENHAL
then
Destroy.
80-09-26032 | Budget Revisions for Public Schools F-200 Retain for 25 years after NON-ARCHIVAL
Rev. 1 Maintains file for budget revisions for first-class districts and requests for budget end of school year NON'%SSENHAL
extensions for second-class districts. (Filed as part of F-195). Last microfilm was for 2007- then
08 school year. Destroy.
80-09-26037 | County Treasurer's Financial Report F-197 Retain for 6 years after end NON-ARCHIVAL
Rev. 3 Maintains report of summary and status of local school district funds retained by county of school year NON'I;S:FENHAL
treasurer. then
Destroy.
91-02-47388 | Educational Service District Year-End Report F-185 Retain for 6 years after end ARCHIVAL
Rev. 4 Maintains reports of actual revenues, expenditures, and financial position of ESD's federal | Of school year (P:lrg';?‘égts';ﬁ?r';x")
expense funds. then OPR
Transfer to Washington
State Archives for
permanent retention.
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4.6 SCHOOL FINANCIAL SERVICES - Office 420
This section covers records relating to school district budgeting, accounting, and financial reporting.
?Alfl")r?lﬂlll?\ll\l DESCRIPTION OF RECORDS DI::;EII\"I'T(I)?VNAACI'\I":)ON DESIGNATION
NUMBER (DAN)
86-05-47617 | Investment Earnings on Advance of State Apportionment Funds — F-895 Retain for 6 years after end NON-ARCHIVAL
Rev. 0 Statement from school districts reporting any interest earnings received from the of school year NON-ESSENTIAL
investment of temporary cash surpluses resulting from the advance. then OFM
Destroy.
08-12-61938 | Maintenance of Effort Test Retain for 6 years after date NON-ARCHIVAL
Rev. 0 Special education, federal cross-cutting and vocational education. Provides historical of final test NON'%SSENHAL
information pertaining to school districts maintaining effort between current and prior then
year expenditures - 12/10/08. Destroy.
11-06-62462 | National Center for Educational Statistics (NCES) Financial Retain for 6 years after end NON-ARCHIVAL
Rev. 1 Final reporting and documentation pertaining to the annual financial reporting to the of school year NON'I;S:FENHAL
National Center for Educational Statistics. then
Destroy.
12-12-68354 | National Education Association (NEA) Survey Retain for 6 years after end ARCHIVAL
Rev. 0 Final reporting and documentation with school district and educational service district of school year (P:lrg';?‘égts';ﬁ?ﬁxn)
information provided to the National Education Association for publication of their annual then OFM
survey. Transfer to Washington
State Archives for
permanent retention.
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4.6 SCHOOL FINANCIAL SERVICES - Office 420

This section covers records relating to school district budgeting, accounting, and financial reporting.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I'T(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
80-09-26043 | Request for Budget Extension for Educational Service Districts F-269 Retain for 6 years after end ARCHIVAL
Rev. 1 Maintains original files of request for budget revisions for Educational Service Districts. of school year (Pﬁg‘;':gts:‘;\tj‘frr;x")
then OPR
Transfer to Washington
State Archives for
permanent retention.
80-09-26044 | School District and Educational Service Districts Financial Reporting Summary Retain for 6 years after end ARCHIVAL
. . . . . . .. of school year (Permanent Retention)
Rev. 1 Provides historical reports of financial expenditure of school districts. , NON-ESSENTIAL
then OPR
Transfer to Washington
State Archives for
permanent retention.
86-05-36560 | Warrant Approvals Retain for 6 years after end NON-ARCHIVAL
Rev. 0 Requests from second class school districts to draw and issue own warrants. of school year NON'ESFS'\ENHAL
then
Destroy.
91-02-47392 | Work Papers For Review Of Annual Financial Statement For Public School Districts Retain for 6 years after end NON-ARCHIVAL
Rev. 1 Documents the review of the F-196 reports by financial reports coordinator. of school year NON'EOSSENTIAL
then
Destroy.
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4.6 SCHOOL FINANCIAL SERVICES - Office 420
This section covers records relating to school district budgeting, accounting, and financial reporting.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I'T(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
80-09-26033 | Work Papers For Review Of School District Budgets And Budget Extensions Retain for 6 years after end NON-ARCHIVAL

Rev. 1 Maintains docs that assure completion of the budget and budget extension process by of school year NON—EOSEENTIAL
the school districts. then
Destroy.
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5. INFORMATION TECHNOLOGY SERVICES

This section covers records relating to the management of technology and data reporting.

5.1 EDUCATIONAL TECHNOLOGY - Office 521
This section covers records related to the integration of technology into teaching and learning.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I::-(I)?\INAACI'\:'%N DESIGNATION
NUMBER (DAN)
89-06-44433 | Educational Technology Project Files Retain for 6 years after end ARCHIVAL
Rev. 1 Maintains information and reports necessary to provide technical assistance and staff of biennium wﬁgﬂigﬁ?&?_ﬂ)
training to school districts in the area of instructional technology including relative then OPR
correspondence research material, hardware and software, publications, inventories, Transfer to Washington
workshop presentations and materials. State Archives for
permanent retention.
12-09-68331 | E-RATE and Related Materials Retain for 7 years after end NON-ARCHIVAL
Rev.0 Applications, forms, training materials, and correspondence related to the E-rate discount of fiscal year NON'ESFS'\ENHAL
program administered by the Schools and Library Division (SLD) of the Universal Service then
Administrative Fund (USAC). Destroy.
5. INFORMATION
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5.2 INFORMATION TECHNOLOGY SERVICES - Office 222
This section covers records relating to data reporting.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
77-12-20255 | Contracted Management Information Services, Studies, Surveys and Projects Retain for 7 years after end ARCHIVAL
Rev. 1 Consist of contract management information projects including proposals, contract, of fiscal year (Pﬁg‘;':gts:‘;\tj‘frr;x")
correspondence and progress and final reports. then OPR
Transfer to Washington
State Archives for
permanent retention.
77-12-20264 | Education Information Advisory General Historical Files Retain for 50 years after ARCHIVAL
. . . . . . end of fiscal year (Permanent Retention)
Rev. 2 Consists of EIAC files of historical significance on federal data collection. , NON-ESSENTIAL
then OPR
Transfer to Washington
State Archives for
permanent retention.
77-12-20268 | School Information Files Retain for 75 years after ARCHIVAL
Rev. 0 Contains the administrator's name, school address, enrollment and other characteristics end of school year (P:lrg‘;?‘;’;‘s';\tﬁr';‘A"l’_")
of Washington public and private schools. then OFM
Transfer to Washington
State Archives for
permanent retention.
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5.2 INFORMATION TECHNOLOGY SERVICES - Office 222

This section covers records relating to data reporting.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I'T(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
86-07-37312 | Special Studies Relative to Management of Information Retain for 3 years after end ARCHIVAL
Rev. 0 Provides record of internal and external projects consisting of statistical data, federal, of fiscal year (Pﬁg‘;':gts:‘;\tj‘frr;x")
state or local surveys including copy of format and relative correspondence. then OFM
Transfer to Washington
State Archives for
permanent retention.
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6. PROFESSIONAL CERTIFICATION — Office 210

This section covers records relating to educator certification.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I::-(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
79-05-22525 | Application for Traffic Safety Education Instructor F-592 Retain for 7 years after end NON-ARCHIVAL
Rev. 1 Certify traffic safety education instructors for classroom and in car teaching. of school year NON'EOSEFENHAL
then
Destroy.
12-09-68332 | Clock Hours Retain for 7 years after end NON-ARCHIVAL
Rev. 0 Documentation for credit toward teaching certificate. Includes documentation the of program NON'(E)SFS'\EINHAL
program received approval from the committee, program agenda, summary of then
evaluations, documentation the summary was reviewed by the committee (meeting Destroy.
minutes), attendance /participant list.
77-07-19682 | Deceased Professional Certification Credential Records Retain for 6 years from NON-ARCHIVAL
Rev. 1 Professional certification credential files of deceased teachers. when deceased notification NON-ESSENTIAL
is received OPR
then
Destroy.
86-05-36545 | Incomplete/Disapproved Professional Certification Credentials Files Retain for 2 years from date NON-ARCHIVAL
Rev. 1 Provides documentation necessary to issue a professional certification credential, but of last contact NON-ESFS'\ENTIAL
requirements not met. then
Destroy.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;?I\'II'T(I)?\INAACI'\'TE)N DESIGNATION
NUMBER (DAN)
12-09-68333 | In-Service Program Approval Retain for 7 years after end NON-ARCHIVAL
Rev.0 Documentation for provider approval. Includes annual assurance of compliance form of program NON'(E)SFS'\EINHAL
from agencies seeking/renewing approval as a provider, audit records when provider has then
been audited by OSPI, approved provider lists (list of agencies approved each year to offer Destroy.
clock hours).
86-05-36549 | Lists from WA Teacher Education Institutions of Persons Issued Professional Credentials | Retain for 50 years after NON-ARCHIVAL
Rev.0 Lists of persons recommended for professional certification credentials from Washington end of school year NON—EOSEENTIAL
teacher education institutions. then
Destroy.
76-12-17768 | Professional Certification Credential Revocation Documentation File - Individual Records | Retain for 50 years after NON-ARCHIVAL
Rev. 2 Provides correspondence, court documents, revocation notices, and other materials used | €nd of school year NON'%S:FENHAL
in revoking specific individuals' professional certification credentials for cause. then
Destroy.
76-12-17770 | Professional Certification Requirements and Guidelines/Standards Retain for 3 years after end NON-ARCHIVAL
Rev. 0 Provides memoranda, bulletins and other requirements and guidelines/standards used in | Of calendar year NON-ESSENTIAL
. . . . e . . OPR
issuing Washington professional certification credentials. then
Destroy.
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AUTHORITY DESCRIPTION OF RECORDS RETENTIONAND | peqiaamion
NUMBER (DAN)
86-05-36548 | Recommendations From WA Teacher Education Institutions of Persons Issued Retain for 5 years after end ARCHIVAL
Rev. 0 Professional Credentials of school year (P:l'c')"li‘lf_"égts';\tﬁf;:t")
Provides lists of persons recommended for professional certification credentials from then OPR
Washington teacher education institutions. Transfer to Washington
State Archives for
permanent retention.
86-05-36547 | Register of Original Certificate Numbers Retain for 20 years after NON-ARCHIVAL
Rev.0 Provides records of all certificate numbers issued. end of calendar year NON-ESSENTIAL
then OPR
Destroy.
86-05-36552 | Revocation of Certificate Notices from Other States Retain for 6 months after NON-ARCHIVAL
Rev. 0 Provides notification from other states of teachers whose certificates have been revoked. | €nd of calendar year NON-ESSENTIAL
then OPR
Destroy.
91-08-48065 | Supporting Documentation for Applications (Transcripts, Copies of Experience Retain until certificate NON-ARCHIVAL
Rev. 0 Verification Letters) issued NON-ESSENTIAL
Substantiates information on applications. then OFM
Return to applicant.
79-06-22661 | Unapproved or Unprocessed Vocational Certification Files Retain for 7 years after end NON-ARCHIVAL
Rev.0 To provide record of individuals who have applied for and been denied a certification, of fiscal year NON-ESSENTIAL

also provides a record of evaluations on individuals.

then
Destroy.

OPR
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(.;?I\"I'T(I)?\INAACI'\'I'E)N DESIGNATION
NUMBER (DAN)
79-06-22657 | Vocational Certification Appeal Committee Files Retain for 7 years after end ARCHIVAL
Rev. 0 To provide minutes of meetings and follow-up action (official appeal mechanism for those | ©f fiscal year (Plflg";r_"égtsﬁ:;:‘l’_")
whose appeal mechanism was rejected). then OPR
Transfer to Washington
State Archives for
permanent retention.
79-06-22655 | Vocational Certification Files Retain for 15 years after NON-ARCHIVAL
Rev. 0 To provide permanent records of individuals' certification. expiration of certificate NON'%SSENHAL
then
Destroy.
79-06-22658 | Vocational Certification Probationary Files Retain for 7 years after end NON-ARCHIVAL
Rev.0 To provide record of probationary certificates issued and reasons for issuance. of fiscal year NON-EOSF?FENTIAL
then
Destroy.
6. PROFESSIONAL
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7. SPECIAL PROGRAMS AND FEDERAL ACCOUNTABILITY

This section covers records relating to the management of Migrant and Bilingual Education, Special Education, Title | (LAP and Consolidated Program Review),
Title Il (Highly Qualified Teachers) and iGrants.

7.1 EQUITY AND CIVIL RIGHTS - Office 630
This section covers records related to state and federal equity laws and monitoring.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I::-(I)?VNAACI'\:':)ON DESIGNATION
NUMBER (DAN)
12-12-68357 | Civil Rights Compliance Reviews Retain for 7 years after end NON-ARCHIVAL
Rev. 0 Documentation of actions taken by the Equity and Civil Rights Office regarding school of school year NON'ESFS;NHAL
district civil rights compliance reviews. Contains records such as letters, correspondence, then
information gathered from school district(s) and other sources, and other materials used | pestroy.
in determining compliance. Reference 28A.640 RCW, 28A.642 RCW, 392-190 WAC.
Note: This series does not include civil rights monitoring through the Consolidated
Program Review, which is covered under 7.5.
12-12-68356 | School District Affirmative Action Plans Retain until superseded NON-ARCHIVAL
Rev. 0 School district affirmative action plans submitted by each school district to be in then NON'ESFS'\ENHAL
compliance with state laws. Reference 28A.640 RCW, 28A.642 RCW, WAC 392-190-0592. | pestroy.
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7.1 EQUITY AND CIVIL RIGHTS - Office 630

This section covers records related to state and federal equity laws and monitoring.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I::-(I)?VNAACI'\I":)C)N DESIGNATION
NUMBER (DAN)
12-12-68355 | School District Monitoring Reports Retain for 5 years after end NON-ARCHIVAL
Rev. 0 Documentation on routine monitoring of school districts for compliance with state and of school year NON'ESFS'\ENHAL
federal civil rights laws and regulations, including school district reports and assurances of then
compliance, school district athletic interest surveys, school district athletic evaluations, Destroy.
and school district worksheets and forms. Reference 28A.640 RCW, 28A.642 RCW, 392-
190 WAC.
Note: This series does not include civil rights monitoring through the Consolidated
Program Review, which is covered under 7.5.
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7.2 MIGRANT AND BILINGUAL EDUCATION - Office 613
This section covers records related to migrant and bilingual education.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI:::)EII\"I'T(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
88-07-42556 | Chapter 1 Migrant Education Files Retain for 6 years after end ARCHIVAL
Rev. 1 Maintains records of allocation of funds and monitoring of federal programs. Includes of fiscal year (Pﬁg‘;':gts:‘;\tj‘frr;x")
multiple form numbers. then OPR
Transfer to Washington
State Archives for
permanent retention.
79-06-22750 | Federal Title VIl and State Transitional Bilingual Ed. and Immigrant Ed. Program Files Retain for 6 years after end ARCHIVAL
Rev. 3 Program files include documents such as program application, monitoring reports, end-of- | Of school year (Pﬁg‘;'jzgtsﬁ\tﬁrr;x_")
year reports, and correspondence relating to the bilingual program. then OPR
Transfer to Washington
State Archives for
permanent retention.
91-09-48191 | Historical Information Retain for 25 years after ARCHIVAL
. . . . end of fiscal year (Permanent Retention)
Rev. 0 State plans, evaluation reports, and state advisory committee files. , NON-ESSENTIAL
then OPR
Transfer to Washington
State Archives for
permanent retention.
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7.2 MIGRANT AND BILINGUAL EDUCATION - Office 613
This section covers records related to migrant and bilingual education.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I::-(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
88-07-42560 | Immigration Education Program Files Retain for 5 years after end ARCHIVAL
Rev. 1 Maintains records of the allocation of federal funds and monitoring process for public and | Of fiscal year (Pﬁg‘;':gts:‘;\tj‘frr;x")
nonpublic schools. Includes forms 1063, SS-256, F-1000B. Relative correspondence. then OFM
Transfer to Washington
State Archives for
permanent retention.
88-07-42561 | School Retention and Retrieval Program Retain for 5 years after end NON-ARCHIVAL
Rev. 0 Maintains records of program to allocate start-up funds to certain school districts to assist | Of fiscal year NON'ESFS'\ENHAL
in the development of student motivation, retention and retrieval programs for youths then
who are at risk of dropping out of school or who have dropped out of school. Destroy.
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7.3  SPECIAL EDUCATION - Office 710
This section covers records related to special education and related services.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I'T(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
79-07-22982 | Education of the Handicapped, Title VI, Part B Files Retain for 6 years after end NON-ARCHIVAL
Rev. 1 Provides record of school district applications, grant awards, correspondence, final of fiscal year NON-ESSENTIAL
. . . . OPR
reports and evaluations. Including preschool incentive program and extended school year then
programs. Destroy.
79-07-22985 | Education of the Handicapped, Title VI, Part C Files Retain for 6 years after end ARCHIVAL
Rev. 1 Provides record of school district applications, grant reports and evaluations for deaf, of fiscal year (AI\,l)grl\alisl‘EaSISREel\T'll'Jli;\eLd)
blind and preschool handicapped. then -OPR
Transfer to Washington
State Archives for appraisal
and selective retention.
79-07-22984 | Education of the Handicapped, Title VI, Part D Files Retain for 6 years after end NON-ARCHIVAL
Rev. 1 Provides record of school district applications, grant awards, correspondence, final of fiscal year NON'ESFS'\ENHAL
reports. then
Destroy.
79-07-22983 | Institutional Education Program Files Retain for 6 years after end NON-ARCHIVAL
Rev.0 Provides record of institution and school district applications for funds, related of fiscal year NON'ESFS'\ENHAL
correspondence, grant awards, final reports, evaluations under Public Law 89-313 and 89- then
750. Destroy.
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7.3 SPECIAL EDUCATION - Office 710
This section covers records related to special education and related services.
?Alfl")rﬁﬂ:l?:{“ DESCRIPTION OF RECORDS DI::;EII\"I'T(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
79-07-22987 | Special Education Advisory Council Files Retain for 7 years after end ARCHIVAL
Rev. 2 Provides record of Special Education Council subcommittees and task force membership | Of fiscal year (Pﬁg‘;':gts:‘;\tj‘fﬁx")
lists, agendas, minutes, correspondence, and reports. then OPR
Transfer to Washington
State Archives for
permanent retention.
97-05-57719 | Special Education Citizen Complaint File Retain for 7 years after NON-ARCHIVAL
Rev. 0 Contains records such as letters composed by the Special Education office, letters from resolution of complaint NON-ESSENTIAL
complainant(s), school district involved and information gathered from other sources for then OFM
the purpose of resolving the complaint. Destroy.
83-01-31079 | Special Education Citizens Complaints/Hearings Retain for 6 years after end ARCHIVAL
Rev. 0 Provides documentation of actions taken by the Special Education Office regarding special | Of fiscal year (P;rg;"gts';\tﬁ;x")
education complaints/hearings related to placement or program provided to special then OFM
education students. Transfer to Washington
State Archives for
permanent retention.
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7.3 SPECIAL EDUCATION - Office 710

This section covers records related to special education and related services.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI:::)EII\"I::-(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
79-07-22988 | Special Education Committee and Meeting Files Retain for 2 years after end ARCHIVAL
Rev. 1 Maintains committee work files, related correspondence expense authorization, status of fiscal year (Appraisal Required)
reports then NON-ESSENTIAL
ports. OFM
Transfer to Washington
State Archives for
permanent retention.
96-11-57306 | Special Education Compliance Verification Retain for 21 years after NON-ARCHIVAL
Rev. 2 Documentation on school districts monitored for Special Education Compliance. Records end of cycle NON'%S:FENHAL
include letters, monitoring reports, forms, and materials used in determining compliance. then
Destroy.
03-03-60495 | Special Education Non-Public Agency Files Retain for 7 years after non- NON-ARCHIVAL
Rev. 0 Inactive files regarding Non-Public Agencies (NPA) previously contracted with Washington | Public agency no longer NON'I;S:FENHAL
State public schools to provide special education services to students with disabilities. certified
then
Destroy.
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7.3 SPECIAL EDUCATION - Office 710
This section covers records related to special education and related services.
?Alfl?rﬂﬂlllg\ll\l DESCRIPTION OF RECORDS DI::;EII\"I'T(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
79-07-22989 | Special Education Report Retain for 5 years after end ARCHIVAL
Rev. 0 Provides record of interagency and intraagency reports and surveys pertaining to special | Of fiscal year (Pﬁg‘;':gts:‘;\tj‘fﬁx")
and institutional education. then OFM
Transfer to Washington
State Archives for
permanent retention.
03-11-60583 | Special Education Safety Net Applications Notes and Working Papers Retain for 6 years after end NON-ARCHIVAL
Rev. 1 Provides documentation of requests for funding of special education programs, related of school year NON'ESFS'\ENHAL
correspondence, and notes and working papers supporting award decisions by the State then
Oversight Committee of state and federal special education funding. Destroy.
79-07-22981 | Special Education School District Excess Cost Files Retain for 3 years after end NON-ARCHIVAL
Rev. 0 Maintains requests for funding of special education programs and related of fiscal year NON'ESFS'\ENHAL
correspondence. then
Destroy.
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7.4 SPECIAL PROGRAMS AND FEDERAL ACCOUNTABILITY - Office 766
This section covers records related to state and federally funded projects.
ION AUTHORITY RETENTION AND
NUMBER (DAN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
84-02-34803 | State and Federally Funded Projects Evaluations — Final Retain for 7 years after end ARCHIVAL
Rev. 1 Provides record of final annual program evaluation reports for the following programs: of school year wﬁg&'}:&gﬁr’m?)
Chapter 1 - Regular, Chapter 1 - Migrant, Chapter 1 - N&D, Learning Assistance Program, then OPR
Chapter 2 - Bilingual and Education Clinics. Transfer to Washington
State Archives for
permanent retention.
94-02-52822 | State and Federally Funded Projects Working Files Retain for 5 years after final NON-ARCHIVAL
Rev. 1 Provides documentation of the preliminary work and collection of evaluations and studies | report submitted NON'ESFS'\ENHAL
used in the development of the final annual evaluation reports. then
Includes, but is not limited to: Destroy.
e Confidential student level Chapter 1, Learning Assistance Program and Education
Clinic evaluations.
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ACCOUNTABILITY

7.5 TITLE I, LEARNING ASSISTANCE PROGRAM (LAP), and CONSOLIDATED PROGRAM REVIEW (CPR) — Office 520
This section covers records related to the Title |, Learning Assistance Program (LAP), and Consolidated Program Review (CPR).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I::-(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
79-06-22746 | Centrum Project Files Retain for 7 years after end NON-ARCHIVAL
Rev. 0 Maintains applications, grant awards, budgets, selected correspondence and reports for of fiscal year NON'ESFS'\ENHAL
experience in creativity workshops. then
Destroy.
92-10-51384 | Elementary and Secondary Education Act (ESEA) Title V Correspondence Files Retain for 2 years after end NON-ARCHIVAL
Rev. 2 Informational correspondence relating to the Title V program. of school year NON—(E)SFS'\EINTIAL
then
Destroy.
92-10-51383 | Elementary and Secondary Education Act (ESEA) Title V Project Files Retain for 6 years after end NON-ARCHIVAL
Rev. 2 Maintains records of allocation of funds and monitoring of federal programs. of school year NON'ESFS'\ENHAL
then
Destroy.
79-06-22747 | Gifted Advisory Council Files Retain for 3 years after end ARCHIVAL
o . . of fiscal year (Permanent Retention)
Rev.0 Maintains membership lists, agendas, minutes, correspondence and reports. ) NON-ESSENTIAL
then OFM
Transfer to Washington
State Archives for
permanent retention.
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7.5 TITLE I, LEARNING ASSISTANCE PROGRAM (LAP), and CONSOLIDATED PROGRAM REVIEW (CPR) — Office 520
This section covers records related to the Title |, Learning Assistance Program (LAP), and Consolidated Program Review (CPR).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
79-06-22748 | Gifted Federal Programs Project Files Retain for 7 years after end NON-ARCHIVAL
Rev. 0 Maintains applications, grant awards, evaluations, reports, contracts and correspondence | Of fiscal year NON'ESFS'\ENHAL
for federal gifted programs in school districts. then
Destroy.
79-06-22744 | Informational Reports and Statistical Data Retain for 3 years after end ARCHIVAL
Rev.0 Maintains copy of state board reports, annual data reports, legislative reports, copies of | of fiscal year "’;’E‘)‘;’j;g‘s';\tleﬁ;‘l’_")
speeches and data processing printouts. then OFM
Transfer to Washington
State Archives for
permanent retention.
00-10-59933 | Learn and Serve America Correspondence Files Retain for 3 years after end NON-ARCHIVAL
Rev. 0 Informational correspondence relating to Learn and Serve program. of school year NON'ESFS;NHAL
then
Destroy.
00-10-59932 | Learn and Serve America Project Files Retain for 6 years after NON-ARCHIVAL
Rev. 0 Maintain records of federal grant and subgrantees and monitoring of federal programs. termination of grant NON'EOS::NHAL
then
Destroy.
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7.5  TITLE I, LEARNING ASSISTANCE PROGRAM (LAP), and CONSOLIDATED PROGRAM REVIEW (CPR) — Office 520
This section covers records related to the Title |, Learning Assistance Program (LAP), and Consolidated Program Review (CPR).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I::-(I)?VNAACI'\I":)ON DESIGNATION
NUMBER (DAN)
92-10-51385 | Practitioner Committee Workshop Files Retain for 6 years after end NON-ARCHIVAL
Rev.0 Maintains records of application/allocation/reimbursement. of school year NON'ESFS'\ENHAL
then
Destroy.
79-06-22745 | Project Files Retain for 7 years after end NON-ARCHIVAL
Rev. 0 Maintains grant applications, and awards, budgets, selected correspondence and of fiscal year NON-ESSENTIAL
. . . L OFM
monitoring reports for state gifted programs in school districts. then
Destroy.
86-08-37399 | Remediation Assistance Project Files Retain for 5 years after end NON-ARCHIVAL
Rev.0 Provides for allocation and monitoring of Remediation Assistance Funds. Includes, of fiscal year NON-ESSENTIAL
.. . . . OFM
applications, grant awards, review checklists and evaluations. then
Destroy.
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8. STUDENT SUPPORT

This section covers records relating to Private Education, Child Nutrition Services, Learning and Teaching Support, School Safety Center, Student Transportation,
and the Office of Professional Practices.

8.1  21°" CENTURY LEARNING — Office 764

This section covers records related to the 21° Century Learning Centers program.

AuTHoRITY DESCRIPTION OF RECORDS RETENTIONAND | peqignaTion
NUMBER (DAN)
97-09-58091 | Schools for the 21st Century Retain for 6 years after end NON-ARCHIVAL
Rev.0 Maintains a record of the schools/districts participating in the Schools for the 21st of school year NON-ESSENTIAL
Century program. Includes applications and documentation submitted by the schools for then OPR
funding. Destroy.
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8.2 ADMINISTRATIVE RESOURCE SERVICES - Office 160
This section covers records related to the activities of providing administrative and legal services.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
79-05-22536 | Appeal Cases Retain for 10 years after NON-ARCHIVAL
Rev. 2 Documents actions taken by OSPI regarding revocation of teaching certificates, student | administrative law judge NON'EOSEFENT'AL
transfers and special education student placements. decision
then
Destroy.
95-06-54936 | Attorney General Decisions and Letters of Decision Retain for 25 years after ARCHIVAL
Rev. 0 Documents decisions and opinions of the Attorney General and of the assistant Attorney | end of calendar year (P:l'c")‘;'jzgts';\tl‘;ﬂt")
General assigned to the Office of the Superintendent of Public Instruction. then OPR
Transfer to Washington
State Archives for
permanent retention.
97-08-58023 | Board Member Changes Retain for 2 years after end NON-ARCHIVAL
Rev. 1 Records documenting changes in school board members. of school year NON'ESFS;NHAL
then
Destroy.
97-08-58022 | Certificate of Appointment of SD Director, Oath of Office, Certification of Director's Retain for 6 years after NON-ARCHIVAL
Rev. 2 Signature termination of appointment NON-ESSENTIAL
State the appointed school district director, length of term, oath taken, and certification then OPR
of director. Destroy.
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8.2 ADMINISTRATIVE RESOURCE SERVICES - Office 160
This section covers records related to the activities of providing administrative and legal services.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I::-(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
81-04-27483 | Educational Services District Board Elections Records Retain for 6 years after next ARCHIVAL
Rev. 1 Provides documentation of educational service district based elections conducted by the | election (Appraisal Required)
. NON-ESSENTIAL
State Board of Education. then OFM
Transfer to Washington
State Archives for appraisal
and selective retention.
94-03-54644 | Interagency Contracts Retain for 2 years after NON-ARCHIVAL
Rev. 0 termination of contract NON-ESSENTIAL
OFM
then
Destroy.
94-03-54646 | Invoice Voucher Retain for 2 years after end NON-ARCHIVAL
Rev.0 Copies of invoice vouchers. of calendar year NON-ESSENTIAL
OFM
then
Destroy.
98-11-58887 | Litigation Files Retain for 10 years after NON-ARCHIVAL
Rev.0 Records involving Office of Superintendent of Public Instruction regarding litigation, may | case closed NON-ESSENTIAL

. . . . OPR
include exhibits, briefs, orders, correspondence, or depositions. then
Destroy.
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8.2 ADMINISTRATIVE RESOURCE SERVICES - Office 160
This section covers records related to the activities of providing administrative and legal services.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI:::)EII\"I::-(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
92-02-49750 | Rules and Regulations Back Up Materials Retain for 20 years after ARCHIVAL
. . . end of calendar year (Permanent Retention)
Rev. 2 Provides rules and regulations that are published by OSPI. , NON-ESSENTIAL
then OFM
Transfer to Washington
State Archives for
permanent retention.
79-05-22537 | State Board of Education Election Actions Retain for 7 years after end NON-ARCHIVAL
Rev. 0 Provides documentation of all action taken by the election committee and provides proof | ©f calendar year NON'%S:FENHAL
of enrollment figures on ballots and also proof of each candidate’s statements. then
Destroy.
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of fiscal year

8.3 CHILD NUTRITION SERVICES - Office 433
This section covers records relating to assisting school districts and other program sponsors to provide quality nutrition programs.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(;EII\'JT-II-Z)?\INAIZI::)ON DESIGNATION
NUMBER (DAN)
13-09-68460 | Food and Nutrition Programs Retain for 6 years after end NON-ARCHIVAL

NON-ESSENTIAL

Rev. 0 Records relating to food and nutrition programs providing assistance and support for OPR
quality nutrition supplied through the school districts or other associated providers. then
Includes, but is not limited to: Destroy.

e Sponsor information and files;

e Reimbursements and claims;

e Audit batches and reporting.
Programs include, but are not limited to:

e Child and Adult Care Food Program (CACFP)

e Food Distribution Program (FDP)

e Fresh Fruit and Vegetable Program (FFVP)

e National School Lunch Program (NSLP)

e School Breakfast Program (SBP)

e Seamless Summer Feeding Program (SP)

e Special Milk Program (SMP)

e Summer Food Service Program (SFSP)
Excludes:

e Contracts and agreements for services provided covered by Contracts and

Agreements (DAN GS 01050);
e Provider files.




y Y : ; n : ; Office of the Superintendent of Public Instruction Records Retention Schedule

Office of the Secretary of State Version 1.2 (September 2013)
Washington State Archives

8.3 CHILD NUTRITION SERVICES - Office 433
This section covers records relating to assisting school districts and other program sponsors to provide quality nutrition programs.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::(;EII\'JT-III)?\INAACI::)ON DESIGNATION
NUMBER (DAN)
74-06-05321 | Food Distribution — USDA Foods Files Retain for 6 years after end NON-ARCHIVAL
Rev. 2 Records relating to commodities offered, accepted and distributed to school food of school year NON'EOSEFENHAL
authorities. then
Includes, but is not limited to: Destroy.
e Inventories and warehousing;
e Freight and shipping;
e Transfers/damages;
e Schedules.
13-09-68462 | Program Deficiency — Temporarily Deferred Providers Retain for 3 years from NON-ARCHIVAL
Rev.0 Documentation from sponsors that participate on Child and Adult Care Food Program temporary deferral date NON'ESFS'\ENHAL
(CACFP) to providers regarding program deficiencies and providers that have been then
deferred. Destroy.
Includes, but is not limited to:
e Notification of deficiencies;
e Corrective action plans;
e Notices of temporary deferral.
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8.3 CHILD NUTRITION SERVICES - Office 433
This section covers records relating to assisting school districts and other program sponsors to provide quality nutrition programs.
I?Alfl")rﬁg:l?\l(\l DESCRIPTION OF RECORDS DI::(;E?TTZ)?\INAACI::)ON DESIGNATION
NUMBER (DAN)
13-09-68461 | Program Deficiency — Terminated Providers Retain for 7 years from NON-ARCHIVAL
Rev. 0 Documentation from sponsors that participate in Child and Adult Care Food Program program termination date NON-ESSENTIAL
(CACFP) regarding program deficiencies and terminated providers. then OFM
Includes, but is not limited to: Destroy.
e Notification of deficiencies;
e Corrective action plans;
e USDA reporting form for placement on the National Disqualified List.
13-09-68463 | Reporting — Food and Nutrition Programs Retain for 3 years after end NON-ARCHIVAL
Rev.0 Records relating to the reporting requirements by the federal government in support of of federal fiscal year NON";SSFENHAL
the food and nutrition programs, such as entitlement monies and distribution of funds then
and reporting state inventories. Destroy.
Includes, but is not limited to:
o U.S. Department of Agriculture financial reports (FNS 418, FNS 10, FNS 44);
e School lunch quarterly financial reports;
e State inventories.
74-08-05332 | School District Visitation Retain for 10 years after NON-ARCHIVAL
Rev. 1 Provides a record of all reports for school district visitations made by representatives of end of federal fiscal year NON'ESFS'&NTIAL
this section. These visits are made by federal requirement to ascertain that school then
districts are meeting all regulations governing the Child Nutrition Program. Destroy.
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8.3 CHILD NUTRITION SERVICES - Office 433
This section covers records relating to assisting school districts and other program sponsors to provide quality nutrition programs.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DI::(;EII\'IT-II-IO?\INAACI::)ON DESIGNATION
NUMBER (DAN)
74-06-05315 | State/School District Food Service Program Agreement Retain for 10 years after NON-ARCHIVAL

Rev. 0 Contract between state agency and school district for operation of food service programs, | €nd of federal fiscal year NON-ESSENTIAL
OPR
Form M-280. then
Destroy.
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8.4 EARLY CHILDHOOD/CHILD CARE PROGRAMS - Office 591

This section covers records related to early childhood and child care programs.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I::-(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
91-10-49235 | Preschool Accreditation Files Retain for 6 years after end NON-ARCHIVAL
Rev. 0 Maintain records of applications and accompanying documentation for preschool of calendar year NON'EOSEFENHAL
accreditation. then
Destroy.
91-10-49236 | School-Age Child Care Files Retain for 6 years after end NON-ARCHIVAL
Rev. 0 Maintain records of allocation of funds and monitoring of state grants. Includes form sp1 | of fiscal year NON'%SSENHAL
F-425 and form SP1 1209. then
Destroy.




y Y : ; n : ; Office of the Superintendent of Public Instruction Records Retention Schedule

Office of the Secretary of State Version 1.2 (September 2013)
Washington State Archives

8.5 FINGERPRINT RECORDS - Office 191
This section covers records related to the activities supporting background checks.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I::-(I)?VNAI.\CI'\'I':)ON DESIGNATION
NUMBER (DAN)
97-07-57849 | Classified/Certificated Employee's Criminal History Records Retain for 52 years after NON-ARCHIVAL
Rev. 5 Individual case files may include correspondence (to school district and/or individual for end of calendar year NON'EOSEFENHAL
whom the record pertains), related criminal history documents, and record of arrest and then
prosecution. Destroy.
94-03-54643 | Fingerprint Backup Information, Various Retain for 2 years after end NON-ARCHIVAL
Rev.0 Includes reference material, graphs, charts, etc. of calendar year NON'(E)SFS'\EINHAL
then
Destroy.
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8.5 FINGERPRINT RECORDS - Office 191

This section covers records related to the activities supporting background checks.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;E:\"I'T(I)?VNAI.\CI'\'I':)ON DESIGNATION
NUMBER (DAN)
94-08-54642 | Fingerprint Files Retain for 2 years after NON-ARCHIVAL
Rev.3 | Washington State law (RCW 28A3.400.303 & RCW 28A.195.080) require new employees | cleared with FBland record | NON-S>=NTIAL
of a school district, an educational service district (ESD) and/or approved private schools check verified by OSP!
with regularly unsupervised access to children be fingerprinted for a record check through then
the Washington State Patrol (WSP) and the Federal Bureau of Investigation (FBI). Destroy.
Washington State law (RCW 28A.410.010) also requires applicants who do not possess a
valid Washington teaching certificate at the time of application be fingerprinted for a
background record check through the WSP and the FBI.
Includes, but is not limited to:
e Fingerprint cards received/scanned/transmitted by OSPI to the WSP for
processing;
e Background checks and Electronic Applicant Submission Forms;
e C(Clearance letters.
Note: Retains fingerprint data in an electronic database. The records are purged from the
system 24 months from the FBI clearance date or 26 months from the WSP date received if the
FBI results are not received.
94-03-54645 | Fingerprint Files - Incomplete/Pending Retain for 2 years after end NON-ARCHIVAL
Rev. 2 Contains fingerprint cards and information on hold (information could be incorrect, no of calendar year NON'ESFS'\ENTIAL
fee, missing information etc.) then
Destroy.
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8.6 OFFICE OF PROFESSIONAL PRACTICES — Office 190

This section covers records related to investigations.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I::-(I)?VNAI.\CI'\'I':)ON DESIGNATION
NUMBER (DAN)
92-04-50257 | Academic Notices Retain for 50 years after NON-ARCHIVAL
Rev.0 Notices of disciplinary actions to National Clearinghouse. action on claim resolved NON'EOSF?ENT'AL
then
Destroy.
92-04-50256 | Discovery and Public Disclosure Files — Excised Retain for 52 years after NON-ARCHIVAL
Rev. 1 Excised. action on claim resolved NON-ESSENTIAL
OPR
then
Destroy.
92-04-50259 | Miscellaneous Files Retain for 10 years after NON-ARCHIVAL
Rev. 0 General holding inquiries with some investigation involved. action on claim resolved NON'ESFS;NTIAL
then
Destroy.
92-04-50258 | Out of State Notices Retain for 50 years after NON-ARCHIVAL
Rev. 0 Notices of disciplinary actions to all other states. end of calendar year NON";S:FENT'AL
then
Destroy.
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8.6 OFFICE OF PROFESSIONAL PRACTICES — Office 190

This section covers records related to investigations.

DISPOSITION
RETENTION AND

AUTHORITY DESCRIPTION OF RECORDS DISPOSITIO?\l ACTION DESIGNATION
NUMBER (DAN)
92-04-50255 | Professional Practices Disciplinary and Investigative Records Retain for 52 years after NON-ARCHIVAL

Rev. 1 Individual case files. Provides correspondence, court documents, orders and notices, and | completed and other states NON'EOSEFENHAL
other materials used in disciplinary action of specific educators' credentials for cause. notified
then
Destroy.
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8.7 PRIVATE EDUCATION - Office 560

This section covers records related to the approval of private schools.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I::-(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
79-06-22651 | Certificated Personnel Records by Private School (S-472 Data) Retain for 6 years after end NON-ARCHIVAL
Rev. 1 Lists indicating validity of private school teachers/certificate numbers. of fiscal year NON'EOSEFENHAL
then
Destroy.
79-03-22042 | Certificated Personnel Report for Private Schools (5-472) Retain for 1 year after end NON-ARCHIVAL
Rev. 1 Provides collection of certificated personnel data for private schools. of school year NON'(E)SFS'\EINHAL
then
Destroy.
91-10-49230 | Home-Based Instruction Annual Enrolilment Reports Retain for 6 years after end NON-ARCHIVAL
Rev. 1 Collected home-based instruction enroliment counts from Local Education Agency. of fiscal year NON";S:FENHAL
then
Destroy.
79-06-22654 | Inactive Private School Files Retain for 6 years after ARCHIVAL
. . . closure of school (Permanent Retention)
Rev. 2 Files of private school that have closed or failed to start as scheduled. , NON-ESSENTIAL
then OFM
Transfer to Washington
State Archives for
permanent retention.




y Y : ; n : ; Office of the Superintendent of Public Instruction Records Retention Schedule

Office of the Secretary of State Version 1.2 (September 2013)
Washington State Archives

8.7 PRIVATE EDUCATION - Office 560

This section covers records related to the approval of private schools.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I'T(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
79-06-22650 | Individual Private School Approval Files Retain for 6 years after end ARCHIVAL
Rev. 2 Contains initial application, annual Certificate of Compliance State Standards and of fiscal year (Pﬁg‘;igts:‘;‘frr;:t")
correspondence. then OPR
Transfer to Washington
State Archives for
permanent retention.
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8.8 STUDENT TRANSPORTATION - Office 470

This section covers records related to student transportation.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
86-06-37079 | Annual School Bus Mileage Report Form 1021 Retain for 2 years after end NON-ARCHIVAL
Rev.0 Provides report of miles driven. Input to report for Office of Financial Management. of school year NON'ESFS;NTIAL
then
Destroy.
86-06-37089 | Application for School Bus Driver's Authorization Retain for 2 years from NON-ARCHIVAL
Rev. 1 Provides info required for issuance of a school bus driver's authorization. expiration date NON'(E)SFS'\ENHAL
then
Destroy.
79-06-22680 | Application for School Bus Driver's Certificate M-645A Retain for 4 years from NON-ARCHIVAL
Rev.0 Provides information required for issuance of a school bus driver's certificate. termination of employment NON'%S:FENT'AL
then
Destroy.
86-06-37087 | Initial School Bus Inspection Retain for 6 years after end NON-ARCHIVAL
Rev. 1 Document initial inspection of bus on entry into this state. Enter onto allocation systems. | ©f school year NON";S:FENHAL
then
Destroy.
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8.8 STUDENT TRANSPORTATION - Office 470

This section covers records related to student transportation.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I'T(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
86-06-37082 | Inventory Depreciation and Replacement Allocation Report Form 1024 Retain for 20 years after NON-ARCHIVAL
Rev. 1 Develops annual and accumulated school bus depreciation. end of school year NON'ESFS'\ENHAL
then
Destroy.
86-06-37086 | Routine School Bus Inspection Retain for 1 year after end NON-ARCHIVAL
Rev. 1 Document required annual inspection of all school buses. of school year NON'(E)SFS'\ENHAL
then
Destroy.
79-06-22665 | School Bus Acquisition and Disposition Form 1020 Retain for 6 years after end NON-ARCHIVAL
Rev. 1 Provides documentation pertaining to size, make, serial number and cost of school buses of school year NON'ESFS;NHAL
purchased or sold. then
Destroy.
91-02-47393 | School Bus Driver Status Report Retain for 18 years after NON-ARCHIVAL
i i i istri end of school year NON-ESSENTIAL
Rev. 0 Lists the current status of all active drivers for each district. y

then
Destroy.

OFM
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8.8 STUDENT TRANSPORTATION - Office 470

This section covers records related to student transportation.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I::-(I)?VNAACI'\I":)ON DESIGNATION
NUMBER (DAN)
86-06-37091 | School Bus Operation Permit Retain for 20 years from NON-ARCHIVAL
Rev. 1 Provides school districts with permit to license and operate school buses. Permit is issue date NON-ESSENTIAL
. T OFM
specific to individual buses. then
Destroy.
79-06-22688 | School Bus Operation Permit SF4968 Retain for 7 years after end NON-ARCHIVAL
Rev. 0 Provides school districts with permit to license and operate school busses. of school year NON'(E)SFS'\EINHAL
then
Destroy.
86-06-37080 | School Bus Route Logs — Form 1022A-1 Retain for 2 years after end NON-ARCHIVAL
Rev. 0 Documents transportation data for annual report used in calculation of transportation of school year NON'ESFS;NHAL
operating allocation. then
Destroy.
79-03-22049 | Transportation Adjustment Retain for 3 years after end NON-ARCHIVAL
Rev. 1 Adjustments from estimated reimbursement to actual annual reimbursement. of school year NON_(E)SFSI\EINHAL
then
Destroy.
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8.8 STUDENT TRANSPORTATION - Office 470
This section covers records related to student transportation.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DI::;EII\'II'T(I)?VNAACI'\I":)ON DESIGNATION
NUMBER (DAN)
86-06-37081 | Transportation Vehicle Fund Expenditure Approval — Form 1023 Retain for 2 years after end NON-ARCHIVAL

Rev. 0 Provides major bus repair information for approval of expenditures. of school year NON'ESFS'\ENHAL
then
Destroy.
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8.9 SUBSTANCE ABUSE — Office 523

This section covers records related to the School Safety Center.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I'T(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
12-09-68335 | Student Assistance Prevention and Intervention Services Program Evaluation Reports Retain for 6 years after end NON-ARCHIVAL
Rev. 0 Student Assistance Prevention and Intervention Services Program Data is collected each of school year NON'EOSEFENHAL
school year, and complied into an evaluation report for the program. This is used for then
reporting purposes. Destroy.
05-04-60854 | Washington State Survey of Adolescent Health Behaviors Retain for 6 years after end ARCHIVAL
Rev. 0 Material pertaining to the WA State Survey of Adolescent Health Behaviors, statewide of school year (Permanent Retention)

survey assessing the attitudes and behaviors of WA public school students.

then

NON-ESSENTIAL

OFM
Transfer to Washington
State Archives for
permanent retention.
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8.10 TRAFFIC SAFETY — Office 580

This section covers records related to school Traffic Safety Education programs.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I'T(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
74-03-03680 | Application for Traffic Safety Education Program (M363, M364, M365, M365B) Retain for 7 years after end NON-ARCHIVAL
Rev. 1 Approval for traffic safety education programs for public, private, parochial and of school year NON'EOSF?ENT'AL
commercial schools. then
Destroy.
74-03-03687 | Class Attendance for School Bus Drivers Retain for 7 years after end NON-ARCHIVAL
Rev.0 Verification of courses and license check. of school year NON'(EDSFS'\EINT'AL
then
Destroy.
75-03-09617 | Pupil Transportation Reimbursement Forms Retain for 7 years after end NON-ARCHIVAL
Rev.0 Establishes reimbursement amount. of school year NON-ESSENTIAL
OPR
then
Destroy.
75-03-09616 | School Bus Records Retain for 7 years after end NON-ARCHIVAL
Rev. 0 Series of files by school districts that includes purchasing information, inspection reports, | ©f school year NON'I;S:FENHAL
operating permits and general correspondence. School bus depreciation forms also then
included. Destroy.
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8.10 TRAFFIC SAFETY — Office 580

This section covers records related to school Traffic Safety Education programs.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I'T(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
74-03-03681 | Traffic Safety Education Certificate (TSE 15) Retain for 7 years after end NON-ARCHIVAL
Rev. 1 Enables student to be licensed and insured prior to age 18. of school year NON—EOSEFENTIAL
then
Destroy.
74-03-03683 | Traffic Safety Education Instructor Information (Revision S-110) Retain for 3 years after end NON-ARCHIVAL
Rev. 0 Office information and to check reimbursement claim. of school year NON—(E)SFS'\EINTIAL
then
Destroy.
91-09-48101 | Traffic Safety Education Request for Forms — Form SPI 3009 Retain for 1 year after end NON-ARCHIVAL
Rev. 1 Traffic Safety Education request for validation stickers. of school year NON'ESFS;NTIAL
then
Destroy.
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9. TEACHING AND LEARNING

This section covers records relating to the development, review, and revision of all of Washington’s K-12 learning standards.

9.1 ARTS EDUCATION - Office 512
This section covers records related to Arts education.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I::-(I)?\INAACI'\:'EN DESIGNATION
NUMBER (DAN)
91-12-49499 | Art Sense Retain for 2 years after end NON-ARCHIVAL
Rev. 0 Provides documentation on operation of Art Sense Program that displays K-12 art works | Of school year NON'ESFS;NHAL
each month in the Executive Board Room. then
Destroy.
91-12-49495 | Special Projects Retain for 6 years after end ARCHIVAL
Rev. 0 Provides documentation pertaining to the carrying out of special projects assigned to the | Of school year (P:lrg';?‘égts';ﬁ?ﬁxn)
State Supervisor of Visual and Performing Arts. then OPR
Transfer to Washington
State Archives permanent
retention.
91-12-49497 | Superintendent of Public Instruction's Annual High School Art Show Retain for 6 years after end ARCHIVAL
Rev. 1 Materials relating to the organization and presentation of the High School Art Show which | ©f school year (PE%";TE;;ZEI;?TZT_")
include announcements, rules, judging, winners, etc. then OPR
Transfer to Washington
State Archives for
permanent retention.
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9.1 ARTS EDUCATION - Office 512

This section covers records related to Arts education.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I'T(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
91-12-49498 | Training/Workshops/Forums Retain for 2 years after end NON-ARCHIVAL
Rev. 0 Provides information pertaining to workshops and public forums sponsored by the of school year NON'EOSEFENHAL
curriculum program. Includes information on speakers, attendance, handouts, clock hour then
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9.2 HEALTH/FITNESS EDUCATION AND HIV/AIDS PREVENTION - Office 593

This section covers records related to health and fitness programs.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I'T(I)?VNAACI'\I":Z)N DESIGNATION
NUMBER (DAN)
91-10-49241 | HIV/AIDS Education Files Retain for 6 years after end NON-ARCHIVAL
Rev.0 Maintain records of applications, teacher trainings, workshops, conferences and of calendar year NON'EOSF?ENT'AL
accompanying documentation. then
Destroy.
91-10-49242 | Program Files Retain for 6 years after end NON-ARCHIVAL
Rev. 1 Maintain records of allocation of funds and monitoring of both state and federal grants, of fiscal year NON'%SSENHAL
and personal services contracts and related correspondence. then
Destroy.
9. TEACHING AND
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9.3 MATHEMATICS - T&L — Office 765

This section covers records related to teaching and learning for mathematics.

?Qlfl")rﬁﬂlll?\ll\l DESCRIPTION OF RECORDS DI::;EII\"I'T(I)?VNAACI'\I":)ON DESIGNATION
NUMBER (DAN)
01-06-60098 | Mathematics Helping Corps Program Files Retain for 6 years after end NON-ARCHIVAL
Rev. 0 Program files relating to the Mathematics Helping Corps program, i.e., RFPs, legislative of school year NON-ESSENTIAL
reports, correspondence, travel records, training courses, contracts, etc. then OPR
Destroy.

9. TEACHING AND



7~ —\

SNS

Office of the Secretary of State
Washington State Archives

Office of the Superintendent of Public Instruction Records Retention Schedule

Version 1.2 (September 2013)

9.4 SOCIAL STUDIES - Office 522
This section covers records related to teaching and learning for social studies.
i‘;’_’rﬁg:&'{“ DESCRIPTION OF RECORDS DI::;E:\"I'T(I)?VNAI.\CI'\I":)C)N DESIGNATION
NUMBER (DAN)
04-07-60737 | Classroom Based Assessment Student Responses Retain for 2 years after end NON-ARCHIVAL
Rev. 0 Student response packets on classroom based assessments. of calendar year NON'ESFS'\ENHAL
then
Destroy.
12-09-68326 | Student Awards Program Retain for 6 years after end ARCHIVAL
Rev. 0 To acknowledge and award outstanding students statewide. Retain applications of of calendar year (Pﬁg‘;'j;;tsﬁ?;x")
recipients, score results, publications, and administrative information on the selection then OFM
process and award program. Includes but not limited to Daniel J. Evans Civic Education Transfer to Washington
Award, Washington State Legislative Youth Advisory Council (LYAC), Escribo En Espafiol State Archives permanent
Contest. retention.
91-09-48113 | Substitute Teacher Reimbursement Retain for 2 years after end NON-ARCHIVAL
Rev.0 Retain official records of teachers serving on Social Studies meetings/committee for of school year NON'ESFS'\ENHAL
which a substitute teacher is needed by the school district. then
Destroy.
91-02-47384 | Teacher Exchange Program Files Retain for 6 years after end ARCHIVAL
Rev. 1 Program files relating to Washington teacher exchange programs. Announcement, of fiscal year (P:lrg‘:lnggts';‘:‘;';x")
application, correspondence, etc. then OPR
Transfer to Washington
State Archives permanent
retention.
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9.4 SOCIAL STUDIES — Office 522

This section covers records related to teaching and learning for social studies.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DI::;EII\"I::-(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
91-09-48109 | U.S. Senate Youth Program Retain for 2 years after end NON-ARCHIVAL
Rev. 1 Two students from Washington State are selected to travel to Washington, D. C. for on- of school year NON'ESFS'\ENHAL
site study of the federal government. Retain record of applications, procedures and then
administrative information. Destroy.
91-09-48108 | Washington National History Day Retain for 6 years after end ARCHIVAL
Rev. 1 Statewide competition for junior/senior high school students in the writing of historical of school year (Permanent Retention)

papers in which winners advance to a national competition. Retain records of

then

NON-ESSENTIAL

OFM
interagency agreements with contest sponsors, competition packets and correspondence. | Transfer to Washington
State Archives for
permanent retention.
9. TEACHING AND
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9.5 TEACHING AND LEARNING - Office 740

This section covers records related to the development of learning standards.

?Qlfj?rﬁﬂ;:?\l(\l DESCRIPTION OF RECORDS DI::;EII\"I::-(I)?VNAACI'\'I':)ON DESIGNATION
NUMBER (DAN)
91-02-47382 | Curriculum Guidelines and Publications Retain for 2 years after ARCHIVAL
Rev. 1 Materials relating to curriculum guidelines and publications for all programs. May include | Publication date ‘Pﬁg‘;’jzgts:‘;\tﬁﬁz‘l’_")
originals, drafts and working papers used to compose curriculum guidelines and then OPR
publications. Transfer to Washington
Includes, but is not limited to: State Archives for
e Arts and Languages; permanent retention.
e Health and Fitness;
e Sciences and Mathematics;
e Social and Civic Studies.
97-09-58092 | Environmental Education Retain for 6 years after end NON-ARCHIVAL
Rev. 0 Maintains a record of the schools/districts participating in the Environmental Education of school year NON'%S:FENHAL
and program. Includes applications documentation submitted by the schools for funding. then
Destroy.
12-09-68325 | Instructional Materials Review (Curriculum) Retain for 5 years after end ARCHIVAL
Rev. 0 Materials collected for review in comparison to state K-12 education standards. These of school year (P;gnl\?i‘ggtszn.er?:tn)
include item writing material, data review material, content review material, bias and then OFM
sensitivity review, and statistical information. Transfer to Washington
State Archives for
permanent retention.
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GLOSSARY

Appraisal
The process of determining the value and disposition of records based on their current administrative, legal, and fiscal use; their evidential and
informational or research value; and their relationship to other records.

Archival (Appraisal Required)
Public records which may possess enduring legal and/or historic value and must be appraised by the Washington State Archives on an individual
basis.

Public records will be evaluated, sampled, and weeded according to archival principles by archivists from Washington State Archives (WSA). Records not
selected for retention by WSA may be disposed of after appraisal.

Archival (Permanent Retention)
Public records which possess enduring legal and/or historic value and must not be destroyed. State government agencies must transfer these
records to Washington State Archives (WSA) at the end of the minimum retention period.

WSA will not sample, weed, or otherwise dispose of records fitting the records series description designated as “Archival (Permanent Retention)” other than the
removal of duplicates.

Disposition
Actions taken with records when they are no longer required to be retained by the agency.
Possible disposition actions include transfer to Washington State Archives and destruction.

Disposition Authority Number (DAN)
Control numbers systematically assigned to records series or records retention schedules when they are approved by the State Records Committee.
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Essential Records
Public records that state government agencies must have in order to maintain or resume business continuity following a disaster. While the

retention requirements for essential records may range from very short-term to archival, these records are necessary for an agency to resume its
core functions following a disaster.

Security backups of these public records should be created and may be deposited with Washington State Archives in accordance with Chapter 40.10 RCW.

Federal Fiscal Year
The federal fiscal year runs from October to September the following year.

Non-Archival
Public records which do not possess sufficient historic value to be designated as “Archival”. Agencies must retain these records for the minimum
retention period specified by the appropriate, current records retention schedule.

Agencies should destroy these records after their minimum retention period expires, provided that the records are not required for litigation, public records
requests, or other purposes required by law.

Non-Essential Records
Public records which are not required in order for an agency to resume its core functions following a disaster, as described in Chapter 40.10 RCW.

OFM (Office Files and Memoranda)
Public records which have been designated as “Office Files and Memoranda” for the purposes of RCW 40.14.010.
RCW 40.14.010 — Definition and classification of public records.
(2) “Office files and memoranda include such records as correspondence, exhibits, drawings, maps, completed forms, or documents not above defined and classified as
official public records; duplicate copies of official public records filed with any agency of the state of Washington, documents and reports made for the internal

administration of the office to which they pertain but not required by law to be filed or kept with such agency; and other documents or records as determined by the
records committee to be office files and memoranda.”

OPR (Official Public Records)
Public records which have been designated as “Official Public Records” for the purposes of RCW 40.14.010.
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RCW 40.14.010 — Definition and classification of public records.

(1) “Official public records shall include all original vouchers, receipts, and other documents necessary to isolate and prove the validity of every transaction relating to
the receipt, use, and disposition of all public property and public income from all sources whatsoever; all agreements and contracts to which the state of Washington or
any agency thereof may be a party; all fidelity, surety, and performance bonds; all claims filed against the state of Washington or any agency thereof; all records or

documents required by law to be filed with or kept by any agency of the state of Washington; ... and all other documents or records determined by the records
committee... to be official public records.”

Public Records
RCW 40.14.010 - Definition and classification of public records.
“... The term "public records" shall include any paper, correspondence, completed form, bound record book, photograph, film, sound recording, map drawing,

machine-readable material, compact disc meeting current industry I1SO specifications, or other document, regardless of physical form or characteristics, and

including such copies thereof, that have been made by or received by any agency of the state of Washington in connection with the transaction of public
business...”

Records Series

A group of records, performing a specific function, which is used as a unit, filed as a unit, and may be transferred or destroyed as a unit. A records
series may consist of a single type of form or a number of different types of documents that are filed together to document a specific function.

State Records Committee
The committee established by RCW 40.14.050 to review and approve disposition of state government records.

Its four members include the State Archivist and one representative each from the Office of the Attorney General, Office of the State Auditor, and the Office of
Financial Management.
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INDEXES ARCHIVAL RECORDS

See the State Government General Records Retention Schedule for additional “Archival” records.

ASSESSMENT AND STUDENT INFORMATION
Assessment and Research

ASSESSMENT RESEAICN ...t e e 5
Assessment and Student Information
ACCreditation FilES.......uii ittt et et saae e 6
Development and Scoring Sets — Grade K-12.........cccceeecieeeeiieeeeiiiee e 7
Historical Statistical Enrollment Data........cccccccueeeeeiiiee et 7
School Achievement ReCOgNItioN.......cocueeviiiiiiiiiieieeeeeee e 8
State Academic ASSESSMENT SCOTES ....cuuuieiriiireeiiieeerieeeereeeesereeeeereeeeseeeeeens 8
Student Test Booklets (Blank) — Grades K-12........cccccueeeeeevieeneeenieenreesneesneens 8

CAREER AND COLLEGE READINESS
Career and Technical Education
Agriculture Education and Future Farmers of America (FFA) Administrative
U] oY [Tt a1 11T USRI
Business and Marketing Organizations Files
Business and Marketing School District Program Files
Family, Career,and Community Leaders of America Meetings and Affiliations

o SRR 12
Future Business Leaders of America, Phi Beta Lambda Files .........cccccccoveuunnens 14
Marketing Education and Diversified Occupational School District

(0o g =T oTo] o [T ol U TR 14
Office for Civil Rights ANNual REPOIS ....eeeveiiiiiieiiiiiieeeceeeeec e 15
Professional Organizations and Committees Related to Technology and

INdustrial EAUCAtION ....cocueiiiiiiiieeieeee ettt s 15
Trade and Industrial Education School District Files .........ccocceeviierieeniennieenane 16

Washington Marketing Education Clubs of America Correspondence Files.... 17
Washington Technology and Industrial Education Association and Related
COUNCIIS ettt et st e s e e e abe e e s 18
EXECUTIVE SERVICES
Professional Educator Standards Board (PESB)

College, University, and Consortium Professional Education Annual Reports. 20
Educational Service District Inservice Committee Annual Reports.................. 20
Recognition Programs
Educator Awards Programs.............
School Recognition Programs
FINANCIAL RESOURCES
School Apportionment

Final Apportionment REPOIS......ccueiiiiiiieiiiierie ettt 29
School Facilities and Organization

PrOJECE FIlS .ottt et s 31

School District Organization FileS.........ccuiiiiiieeeciiiie e e 31

School District Study and SUIVEYS .....ccccveiiieiieeeciiee et e e sivee e 32

School Financial Services

Annual Budget for Educational Service DiStriCt........cccccveeeviieeeeiiieeeeciee e,
Annual Budgets for Public School Districts
Annual Financial Statement for Public School District ...............
Educational Service District Year End Report.......

National Education Association (NEA) Survey
Request for Budget Extension for Educational Service Districts
School Districts and Educational Service Districts Financial Reporting Summary

INFORMATION TECHNOLOGY SERVICES
Educational Technology
Educational Technology Project Files........ccccvveceeeeiiieeeeciee e 38
Information Technology Services
Contracted Management Information Services, Studies, Surveys and Projects
Education Information Advisory General Historical Files
School INfOrmMation FileS.......ccuiiiiiiiiierieisie s
Special Studies Relative to Management of Information
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PROFESSIONAL CERTIFICATION
Professional Certification
Recommendations From WA Teacher Education Institutions of Persons Issued
Vocational Certification Appeal Committee
SPECIAL PROGRAMS AND FEDERAL ACCOUNTABILITY
Learning Assistance and Consolidated Program Review

Gifted AdViSOry COUNCIl......eeiieiiiiieiii et 54

Informational Reports and Statistical Data........ccccccuveeeeviie e 55
Migrant and Bilingual Education

Chapter 1 Migrant EJUCAtION .......cueeeeeiiiei ettt 47

Historical INfOrmation .......ocveeciiiieiiii e 47

Immigrant EAUCation Program ........coccceeieeeiieiiieeniiieeee et 48

Transitional Bilingual and Immigrant EAucation ..........ccocceeeveeniieiieenieennieenae 47

Special Education
Education of the Handicapped, Part C........ccccovieriiiinieniieiee e
Special Education Advisory COUNCIl.........ccoccueeeeiiiee e
Special Education Citizens Complaints/Hearings
Special Education Committee and Meetings
Yo JTolF= 1IN o [0 or=YdTo T 2U=T o Lo o AP
Special Programs and Federal Accountability
State and Federally Funded Projects Evaluations, Final.......cccccccceevevveriiinenn. 53

STUDENT SUPPORT
Administrative Resource Services
Attorney General Decisions and Letters of Decision.......cccccceeeecveeeecieeeccineennn. 58
Educational Services District Board EIECtIONS .........ccueeeeviveeieciere e ecvee s 59

Rules and Regulations Back Up Materials
Private Education

Inactive Private School ..........cccccuueee.

Individual Private School Approval
Substance Abuse

Washington State Survey of Adolescent Health Behaviors...........cccccvveenneenn. 76

TEACHING AND LEARNING

Social Studies

Student AWards Program ........c.ooceeeiiieniennieierieete ettt s 83

Teacher EXChange Program .......coccueiiieeeieeriiieeiee sttt et sbee e 83

Washington National History Day ........cccceeeeereeiniiineeenieeseeeseee e 84
Teaching and Learning

Curriculum Guidelines and PUblications ..........ccceceeveenernernenieieeneeneeieeee

Instructional Materials Review (Curriculum)
The Arts

Annual High School Art Show

Yo Lol F= LI o [Tt £

Page 90 of 98

INDEX TO:
ARCHIVAL RECORDS



@ n Office of the Superintendent of Public Instruction Records Retention Schedule

Office of the Secretary of State Version 1.2 (September 2013)
Washington State Archives

INDEX: ESSENTIAL RECORDS

See the State Government General Records Retention Schedule for additional “Essential” records.

(As of September 2013 — OSPI has not completed its Essential Records Designations)
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INDEX: DISPOSITION AUTHORITY NUMBERS (DANS)

00-10-59932.....ccvriiiiriiiiirreiinne, 55 12-12-68357....cuvvivicriiieiciineen 45 79-05-22505.......cciieiiieicinieninns 16 79-06-22709.......coovvrieniiiiiiiiienenns 24
00-10-59933.....ccciiiiiiirieiinne 55 13-09-68459......ccoiiiiriiieiiiie 9 79-05-22510....cccviiiiriiiiiniiiieninns 14 79-06-22744 ..o, 55
00-10-59934......ccviviriiiiciiiinne 10 13-09-68460........ccvvvrreriirierinnen 61 79-05-22511..cocuiiiiiiiieiciienenns 14 79-06-22745.....ocivviieiiiciinienns 56
01-06-60098..........covvvieerieieennens 82 13-09-68461.......cccovvieriieiiieiinne. 63 79-05-22512...cccuiiiiiiieiiie 17 79-06-22746.......ocooveeriereeen 54
03-03-60495.......ccvvereririniiiienns 51 13-09-68462........cocvvvririiiiiins 62 79-05-22513....cuiiiiiiiiiieiiins 17 79-06-22747 ...vvvvrrvniiiiiiiiiinns 54
03-11-60582.......cevvrerereririniiiinnns 21 13-09-68463........ccvrvririiiiiiins 63 79-05-22514....ooviiiiiiiiiiines 11 79-06-22748......ocuvviriiiiiiiiiiinns 55
03-11-60583.......c0eveverererirriiienns 52 68-09-00781.....c.coevvrereririiiririiiiiins 5 79-05-22515....ciiiiiiiiiiieiiinis 10 79-06-22750.....ccmmmiiiiniiiiiiiinns 47
03-11-60584......coveirieiieieeis 29 74-02-03419......oooviiiieii 31 79-05-22516....ccuvieiriiiiiiee 14 79-07-22941.....vviiiiiie 20
04-07-60735.....ccocvieiiiiiiiiiciiees 30 74-02-03422......oveereerieiieeenn 31 79-05-22517 ..ot 16 79-07-22942......uveereiriiiiee 20
04-07-60737 ...cooeeveerieiieciiecnieens 83 74-02-03424........oooveerierieeenn 30 79-05-22520.....cuvieirieiiciiieie 11 79-07-22946.......ocovveerieieeie 20
05-04-60854.........oovvvierieiiicniens 76 74-02-03430.....ccoeevreeiieieecieen 5 79-05-22521 ... 10 79-07-22951 ..., 12
06-04-61144.......cocvvvvveivririciiinn, 9 74-03-03680........cccereiiiiriiiiiinas 77 79-05-22525 ... 41 79-07-22952.....ocuiiiiiiiiniiiiiiiinns 11
06-04-61145.......cocvvvvreiernriiiiiinn 9 74-03-03681......cocvevivriiiiiiiins 78 79-05-22534 ... 19 79-07-22953 ...t 12
06-04-61146.......ccevvrererirciiiiinn 8 74-03-03683......coceiiiiiiiiiins 78 79-05-22535....cuiiiiiiiiieeieiini 19 79-07-22955......cmiiiiiiniiiiinns 12
08-12-61938.....c.cvvvrrreicriiiiiinns 35 74-03-03687 ......cuvveririiiiiiiiins 77 79-05-22536....ccciiiiiiiiiieieiines 58 79-07-22956......commiiiiiiiiiiinns 13
08-12-61941.....ocveverereicicneeeene, 31 74-06-05315....ocviieiiiiiiiiies 64 79-05-22537 ...ourniiieiieieieieieieina 60 79-07-22958.......cumtereeeiieierireieinns 12
10-05-62175...ccciiiiiiiriereicinne, 8 74-06-05321.....ocvveiiiiniieiiie, 62 79-06-22650.......ooueirrrreierererennes 71 79-07-22959.....ocumteieeiiiieieieinns 13
10-05-62178.....coveiiirrierereinne, 7 74-08-05332.....ccviveiciiiiies 63 79-06-22651......coeieiirrerereiennn 70 79-07-22960.......oceeriiiiereieiinns 13
11-06-62462.......ccoovvivviiiirirircnnne, 35 75-03-09616......cocevirriiiiiiiiins 77 79-06-22654......coviiiiiiiiiiinas 70 79-07-22961......covmvniiiiiiiiiiinas 13
12-09-68325.....ccccviiiiiiiiiiirinnne, 85 75-03-09617 ....coovvveririiiiiiiiiins 77 79-06-22655......coiiiiiiiiiieinines 44 79-07-22969......covmiiiiiiiiiinns 16
12-09-68326......cccviviiiiiiiiirninnne, 83 76-12-17768......coovvririiiiiiiiiiinns 42 79-06-22657 ....cuviiiiiiiiiiiiiiinns 44 79-07-22970....ocviiiiiiiiiiiiiinns 18
12-09-68328.......ccccevviviiiiiiiiririnnne, 27 76-12-17770....ccviriiiiiniiiiiiiinas 42 79-06-22658.......coviiiiiiiieinnes 44 79-07-22971 ..o 18
12-09-68329.....ccevviiiiiieieiinne, 28 77-07-19682.......oovevevrniiiiiiiinns 41 79-06-22661........ooeerrrrerereieine 43 79-07-22972 ..ot 15
12-09-68330.....ccccerierirrererereiennen, 29 77-12-20255.....octieieieiieiiienines 39 79-06-22665........cooevrirererereieines 73 79-07-22974.....ocveieieieeieieeiinns 15
12-09-68331...cccviiiiiiiiieinne, 38 77-12-20258.....ocreveieieniniiieeieieiinns 7 79-06-22680.......couerrrrererererennes 72 79-07-22981...ocvevevriiieiieieieieinns 52
12-09-68332....c.ccvviiiiirrrennnne, 41 77-12-20264......cooveveveeiiiiinns 39 79-06-22688........ooveeiirierererennns 74 79-07-22982.....ocvevereneiiiiiireiines 49
12-09-68333.....cccciiiiiiiiiiine, 42 77-12-20268.........cevvviiiiiiiiiins 39 79-06-22696........ccoiiiiiiiiiiiiines 24 79-07-22983.....ccuviiiiiiiiiiias 49
12-09-68335.....cccciiviiiiiiiiiinnne, 76 79-03-22042......cvviiiiiiiiiiins 70 79-06-22697 ....ooviiiiiiiiiiiinas 25 79-07-22984......cocvviiiiiiiiiiins 49
12-12-68354.....ccciiiiiiiiie, 35 79-03-22049......coiriiiiiniiiins 74 79-06-22698.........ccooiiiiiiiiiiines 25 79-07-22985......cuviiiiiiniiiiias 49
12-12-68355...c.cciiiiiiiiiinne, 46 79-05-22503......coereieiiiienens 15 79-06-22707 ...ouvnrneeeiiireierererennns 25 79-07-22987 ...ovevererenriiiieieieiennns 50
12-12-68356.....ccciiiiiirereiennne, 45 79-05-22504......cocvereeeiiiiins 17 79-06-22708.......covvveeiiirerererereienns 25 79-07-22988.......cuvveveneiiiriirireiennns 51
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79-07-22989.....cciviiiiiiiiiee, 52
79-07-23032...ccciiiiiiiiiiiiieiee 22
79-10-23499......coiiiiiiii 22
79-10-23506.......ccovvviiiiiiiiniene 22
80-03-24354......covviiiiiiiiieie 31
80-09-26031.....cceviviiiiiiiiiciicene, 33
80-09-26032......ceevviiiiiiiiiciiie, 34
80-09-26033......c.ceevviiiiiiiiiiiiiieee 37
80-09-26036......cccevuiviiiiiiiciiene, 33
80-09-26037.....ccvviiiiiiiiiiiciieee, 34
80-09-26042........ocovvvviiiiiiiniieenne, 33
80-09-26043.......ccovviiiiiiiiiiie, 36
80-09-26044........ooocvvvrviiiiiiiiiene, 36
81-04-27483.....ccovvviiiiiiiiiiie, 59
83-01-31075...cccciiiiiiiiiiiiiiiieee, 50
84-02-34802.....cccueiviiiiiiiiiiiiie 6
84-02-34803.......coovvviviiiiiiciee, 53
84-12-34799.....ccvivviiiiiiii 19
86-05-36545......cccvviiiiiiiiini 41
86-05-36547.....covvivreieiiiieeee 43
86-05-36548.......cooovveiiiiiiinen, 43
86-05-36549......coovieiiiiie 42
86-05-36552.....cuvieiiiiiiiiici 43
86-05-36558.....ccociiiiiiiiiiii, 34
86-05-36559.....ccciiiiiiiiiiii, 29
86-05-36560.......ccccuvriiiiiiiiiiinnn, 36

86-05-47617
86-06-37079
86-06-37080
86-06-37081
86-06-37082
86-06-37086
86-06-37087
86-06-37089
86-06-37091
86-07-37312
86-08-37399
87-03-39463
87-03-39464
87-03-39465
87-03-39466
87-03-39471
87-03-39472
88-07-42556
88-07-42560
88-07-42561
89-06-44433

91-02-47393
91-08-48065
91-09-48101
91-09-48102
91-09-48108
91-09-48109
91-09-48113
91-09-48191
91-10-49230
91-10-49235
91-10-49236
91-10-49241
91-10-49242
91-12-49495
91-12-49497
91-12-49498
91-12-49499
92-02-49750
92-04-50255
92-04-50256
92-04-50257
92-04-50258
92-04-50259
92-10-51383
92-10-51384
92-10-51385

91-02-47382
91-02-47384
91-02-47388
91-02-47392

94-02-52822....c.ceiiviiiriiiiiiie, 53
94-02-52829......ccovviiiiiiiiiein 32
94-02-52854.......oooviiiiiiiiiiiiene

94-02-52883......cevviiiiiiiiiie

94-02-53374....cccviviiiiiiiiieieen 15
94-03-54643......ccoviiiiiiiiiie, 66
94-03-54644........coovviiiiiiiiiiiiie, 59
94-03-54645.......ccovviiiiiiiiiiiiiiee 67
94-03-54646......ccovvvviiiiiiiiienn, 59
94-08-54642........covvviviiiiiiiiennn, 67
95-06-54936......cccvviiiiiiiiiiie, 58
95-11-56232....ccuiiviiiiiiiiiiie, 16
96-11-57306.....ccccevviiiiiiiiiiiiieene 51
97-05-57719....cuvvviiiiiiiiiiiiiieee 50
97-07-57849......ccoevviiriiiiiiicnn, 66
97-08-58022.......ccovviiiiiiiiiiiiiiiee 58
97-08-58023......ccovviiiiiiiiiiieen, 58
97-09-58091.....cccivviiiiiiiieiien, 57
97-09-58092......ccccvviiiiiiiiiiienn, 85
97-09-58094........covviiiiiiiiiiiiieee 26
97-10-58156......cccvvvriiiiiiiiiiiieee 30
97-10-58157...uvvviiiiiiiiiiiiiiieee 30
98-11-58887....ceevviiiiiiiiiiiiiieen 59
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assessment research.......cccccveeeveciee e, 5 certificated personnel records by private school ... 70
A attorney general decisions.......ccceevveveviieeenniiieennnne 58 certificated personnel report for private schools... 70
audit adjustments ......coceeeveeriieee e 29 certification of signature........cccecceeeiiiiiinniinnene 58
academic notices oo 68 AUAIES evveeeeiiee e see SGGRRS citizens complaints/hearings ..........ccoeevveeevveeeneeens 50
accreditation files..oooo 6 awards, edUCatOr ........coccvieeeciiee e 21 civil rights compliance.......cccocvieeeciiie v 45
accrual docUMENtation ........veeeeeeeeeeeeeeeeeeeeeeenenns 22 classified/certificated employees criminal history . 66
achievement and assessment data files ................... 6 B classroom based assessment student responses ... 83
adolescent health behaviors (survey) ..................... 76 clock ll\(?urs ..............................................................
affirmative action plans complaintS....coocvviiiiiiiiiiii
actonp backups ....ooveieii see SGGRRS compliance
(o] gToTo] le 11y 45 01 £ P 45 basic education allocation entitlement funds e
agriculture and science education staff visit reports Juce , CIVIl FIBNES . 45
10 app||cat|0n .......................................................... 19 contracted management |nf0rmation Serv|cesl
............................................................................ basic education allocation entitlement requirements, . i
agriculture education and Future Farmers of America e q iy studies, surveys and projects .........cccceeveeeeenneen. 39
(FFA) administrative subject files ..............c....... 10 bide (Contracts) """"""""""""""""""" seea/SOSGGRRS contracts e s see also SGGRRS
annual budget for educational service districts...... 33 il ageaap € 489 2 cour?ty treasurer s financial rep.ort. ......................... 34
annual budgets for public school districts .............. 33 chhoms Y y )3 curriculum guidelines and publications.................. 85
annual financial statements for public school . IS s
o P bills (legislation) .......ccccceeveveeecreerieeeieenne, see SGGRRS
ISTRCES coveeeieeeeeee e
. board member changes.........cccoevvevevcieeeecieee e, 58 D
annual high school art show . .
appeal cases budget revisions for public schools.............cccueu.... 34
PPealEases SR o : DUAZELS «.cveveeeetececeeeee et see SGGRRS development and scoring sets, grades K-12.............. 7
application for traffic safety education instruction 41 . . o . - . .
. business and marketing organizations.................... 10 discovery and public disclosure files, excised.......... 68
apportionment development reports and . . .
. . business and marketing school district program .... 11
summaries, levies, personnel and student
enrollMents .....oceveeiinienee e 27 E
apportionment development reports and C
sum.maries, othgr e s 28 education information advisory general historical
apportionment redirection requests and approvals34 career and technical education district programs .. 11 FIES ettt eees 39
art sense................ e 79 CENEIUM PrOJECES....eivvervviiieeereeeeieressessseeseeeeeenans 54 education of the handicapped, part B ........c......... 49
asbestos grant applications ..., 30 certificate of appoINtMENLS .......coevvvvereeeeeeeeieeenan 58 education of the handicapped, part C .................... 49
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education of the handicapped, part D........ccceenee 49 family and consumer sciences education teacher BrantS e see also SGGRRS
educational service district year end report........... 34 TrAININEG weeeeie e 13 ErIEVANCES c..evvvieeiree et e e e e ereee s see SGGRRS
Educational Service Districts acquisition and family and consumer sciences education teachers
alienatioN.......ccveeeee e, 30 coordinating council and inservice education.... 13
educational services district board elections.......... 59 family and consumer sciences education teachers H
educational technology projects........cccccevueerieenne 38 end of year and summary reports.........ccccceeuuee. 13
elementary and secondary education act family career and community leaders of america historical information ... a7
correspondence files ........ccccceeveeeveveveverereueeennnne. 54 meetings and affiliations ..........ccccceeeeeeveverenenane, 11 historical statistical enrollment data ............cc..ccc..... 7
elementary and secondary education act project files family career and community leaders of america HIV/AIDS education files.......coocuviniiiiniinciniinnns 81
............................................................................ 54 meetings and affiliations files..........cccoeevevrennn 12 home based instruction annual enrollment reports70
elementary and secondary education act, migrant family career and community leaders of america human resources ..., see SGGRRS
[<Yo [V Tor=Y o] o TSP 23 program of work activities..........cccceeeeveeeicinenenn. 12
elementary and secondary education act, title Il, federal grant awards to the state superintendent of |
mathematics and science ......ccccccevveereeenieeneenne 24 publicinstruction.........ccoceeviiinieiniieneeeeeee 24
elementary and secondary education act, titlel, final apportionment reports ......cccceevveeveeevieeneenn. 29 S )
assistance for education of the disadvantaged.. 23 final documents for operating and supplemental !mmlgrathn €ducation Program.......esesssssss 48
elementary and secondary education act, titlel, DUAZELS ..veieeecieece e 26 !nact!ve private schools............ N 70
assistance for neglected and delinquent children financial reports.....cccccvvveeeevinivennnen. see also SGGRRS !nactlve resea'rch propasals (reJe.cted) """" pomee >
............................................................................ 23 fingerprint backup information .............................. 66 mcompletg/dwapproved professional certification
EMErZENCY Erants ..ocvevivcrieeeiieeeerreeeeeeeessreeeeaens 29 fingerprint files......cceeviiiecee e 67 ) (?rt'edentlal.s """"""""""""""""""""""""""""""""""""
emergency immigrant education assistance .......... 24 fingerprint files, incomplete/pending..................... 67 !nd!v!dual prl}/ate.scht.nt.al.approvals. A
environmental education.........ccocceevveenieeniieenneenne 85 fleet e, see also SGGRRS individuals with disabilities education act,special
e-rate and related materials .....cccccoccvevveeeeeiieeennnns 38 food and nutrition programs .......cccccceevevveeerciienen. ) c?d'ucatlon.. """" A e A 24
food distribution, USDA foods files individuals with disabilities education act,special
funding backups.......cccveiiiiieiiciiieeeee e, education, Preschool ........c.eevvvvvvevenenenesesenessssns 25
F funds, entitlement for basic education allocation... 19 individuals with disabilities education act,title IVC,
future business leaders of America — phi beta . deaf bllmd PrOJECES cuvvieriieeiiierreenre e 25
facilities ... see also SGGRRS [aMbBda....oeiee 14 information SYStems ............owusscesssssn see SGGRRS
family and consumer science education food informational reports and statistics...........c.cccceeueee 55
education and service training films................... 12 inservice program approval .......cccccecvveniiiniiinnns 42
family and consumer sciences education extended G institutional education.........c.cccceeenenne. ..49
[EAMNING c.eveeeeeecieeeie e 12 instructional materials review, curriculum............ 85
family and consumer sciences education special gifted advisory council .........cccceeveeiiieiinininiene, 54 interagency CoNracts ... 59
PrOJECES cuuuviiiieee e e ettt ettt 13 gifted federal programs
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inventory depreciation and replacement allocation
[£=] oJo] o SR 73

investments earnings and advance of state
apportionment funds

invoice vouchers ...............

L

learn and serve america correspondence............... 55
learn and serve america projects.......cccceceeevveeeennnenn. 55
leases

leave.........

N

national center for educational statistics financial

FEPOIES .ttt ettt et aree e
national education association survey
national history day ......cccceveiiiiiniiiinieneeeeee,

O

oath of office appointments .........ccccccevvveeeiciieeeennns 58

office for civil rights annual reports reporting
document and backup data

out of state NOLICES ....covvvveeeeriiee e

professional credentials, persons deceased ........... 41
professional credentials, persons issued ................ 42
professional organizations and committees as
related to technology and industrial education . 15
professional practices discipline and investigations69
program deficiency, temporarily deferred providers,

child NUEFIION c.eveeece e, 62
program deficiency, terminated providers............. 63
Program files......cccccvieiiiiee e 81
Project files ....ccoeeeecieeeeeeee e, 31,56
public disclosure ........ccccoeeeeviieeeciiee e, see SGGRRS
public records requests.........ccceceeevveeennnen. see SGGRRS
pupil transportation reimbursement...................... 77
PUrChasing......coccueeveeeniieneeeiieeneeeae see also SGGRRS

M P Q
maintenance of effort test.........oocoooninnnivviiicen 35 participatory fiNaNCe.......coevieevevrreeieisieeeseseesaes 30 qualified zone academy bonds ..o 31
marketing education and diversified occupation PAYIOll .o
school district correspondence .........ccccuveenneen. 14 personnel
marketing education conference and workshops .. 14 PlaNNINgG c.oeveieeeeeee e R
mathematics helping corps......ccccvevvvrcieeencveeernnenn. 82 plans
MEELINGS wvvveeeereeeeeiiee e e see SGGRRS affirmative action 45 recommendations from WA teacher education
migrant education........ccccceeeiciiiiieee e 47 PIaNS (AraWINES) .eeevveeerreeeeerereeserrrees see also SGGRRS institutions of persons issued professional
miscellaneous federal projects ........ccoceeeecvveeeennenn. 25 plans for education professions development act credentials .....vveeeeee e, 43
miscellaneous files, investigations............cccc.c........ 68 INEEINSNID PIrOJECE crvvvveerreeeeeeereseeseeeeeeseeseeeesneee 15 reconciliation fund 705 ........cccceeeeieeiiiiee e, 22
monitoring reports POLICIES werrveeeeeeees e eeeeeeseeeeeeseeens see also SGGRRS records management........ccooccvvvveeeeeeiennns see SGGRRS
(o] gToTo] e 11 4 5[] A 46 practitioner committee Workshops ................coo... 56 register of original certificate numbers .................. 43
motor vehicles ......cccvceiivienienniennne see also SGGRRS DIOCEAUIES e rvveeeeeee e see SGGRRS remediation assistancCe ......ccocceevvveeniienieenieenieeee, 56
professional certification credential revocation reporting, food and nutrition programs ................. 63
documentation ........ccccveeeiiiiiccciiieee e, 42 reports
professional certification requirements and MONITOMING cooeiiiiiiieiiie e, 46
BUIElINES. ...t 42
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request for budget extension for educational service school districts civil rights compliance.................... 25 tort claims ....oovveeiiiiiieeee, see also SGGRRS
ISTRCES oot school information.........cceceevieenienniicnnee e 39 trade and industrial education school districts....... 16
requests, test results........ccceevveeevcveeeencveeennns school recognition program.......ccccccceeeevveeeicvveeennnns 21 traffic safety education certificate..........cccceeeuneee. 78
research proposals, inactive (rejected) school retention and retrieval ...........ccccceeeevciveeenns 48 traffic safety education instructor information ...... 78
research, assessmeNnt.......cccccccveeerciveeeeireeeeeceee e, scoring sets, grades K-12........ccccceevveeevciveeeecneee e, 7 traffic safety education program application ......... 77
revocation of certifications, notices from other special education advisory council .........cc.cceevueennne 50 traffic safety education request for forms.............. 78
STALES e special education citizen complaints .......c.cccceeueenne 50 TrAINING ..oeei i see also SGGRRS
rules and regulations, back-up materials special education committee training/workshops/forums, arts........c.c.cceeveeveennen. 80
special education compliance verification.............. 51 transitional bilingual and immigrant education...... 47
special education non-public agencies.................... 51 transportation adjustment ..........cccovveeiiieiiciineenn. 74
S special education report........cccceceeecieeeecieeeesciieeeenns 52 transportation vehicle fund expenditures.............. 75
special education safety net applications............... 52 TrAVEL .o see SGGRRS
school building construction projects.............cc...... 22 special education school district excess costs ........ 52
school building specifications ...........cccoocveinine. 31 SpeCial Projects .....cocceveereereeienie et 79
school bus acquisition and dispostion .................... 73 special studies relative to management of U
school bus driver application authorization ........... 72 INFOrMAtION ...v.veveieieiceeicee s 40
school bus driver class attendance............... state and federally funded projects evaluations, final u.s. senate youth program...................
school bus driver status report report.....eeecnn 73 s 53 USDA foods files, food distribution
school bus drivers certificate application ............... 72 state and federally funded projects working files .. 53
school bus inspection, initial......ccccccceeviieeennieeennnns 72 state board of education election actions .............. 60
school bus inspection, routine.........ccccccueeeerieeeeennns 73 state/school district food service agreements ....... 64 \
school bus mileage annual report 72 student awards .......cccccveeecieeniee e 83
school bus operation permit.........ccccceeeveevciienineenns 74 student test booklets, grades K-12 ........ooororovooo.. 8 VEhICIES wuvvveeeeeeeereeeee e, see also SGGRRS
SChOOI BUS rECOTdS ... 77 substitute teach reimbursement ... 83 vocational certification ..., 44
5Ch0Ol bUS roUte 108 ......veveeereeeeeceeeeee e 74 supporting documentation for applications............ 43 vocational cert?f?cat?on appealicommittee ------------- 44
school district affirmative action ............cc.cceeuennen. 45 survey vocational certification probation
school district and educational service district national education association.................cceuevne. 35 vocational certification, unapproved or unprocessed
financial reporting summary .......cccccceeeeieeennnenn. 36 43
school district files of technology and industrial vocational education program development
education vocationally approved courses.......... 15 T activities and planning........cccccevevceeeeceee e, 16
school district monitoring reports ...........cceeeeeee.. vocational education secondary .. 16
school district organization files ..........ccccceevrennene. teacher exchange program.......cccoeeeeeveeeeevecnenenn. 83 vocational education Statistics...........cocviiiiiiiicnnns 17
school district study and surveys.........cccceeeveeeneenn. test result requUEestS ......ccecvveeeveeireeceece e 9 vocational education summer conference.............. 17
school district visitation, child nutrition timesheets see SGGRRS
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vocational equity and single parent/displaced

washington marketing education clubs of america

washington universities and colleges technology and

homemaker grants ........ccccoeceeeeecieeevcieee e 16 (oo T4 {1 oY) g Vo =T ool YRS 17 industrial education.........cccoccveeeecciee e, 18
washington marketing education clubs of america work papers for review of annual financial statement
financial records .......cccceevviveicciei e, 17 for public school districts........ccccevvvieeeeciveeennen. 36
W washington technology and industrial education work papers for review of school district budgets
association and related councils........c...ccccueee.... 18 and budget extentions........cccccceviierieiniienieenen. 37
warrant approvals......ccceeceeeneenieeinienieceeeeeee 36
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